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Director of Adult Education
Employee Name (Print): _______________________________________

Reports To:
Assistant Superintendent for Alternative Education





Dept/Campus:
Academic Learning Center



Paygrade: Pro-4
Wage/Hour Status: 
Exempt





Date Revised:
December 2011
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
Coordinate the district program for adult and community education.  Collaborate with district staff and community members to provide educational and enrichment opportunities for adult learners.
QUALIFICATIONS:
Education/Certification:
Master’s degree

Mid-management certification

Special Knowledge/Skills:
Ability to organize and coordinate a two-county wide program

Ability to manage budget and personnel 
Ability to write and apply for e-grants for federal and state funds as well as grants from the Federal Bureau of Prisons
Strong organizational, communication, and interpersonal skills

Experience:
Three years teaching experience

MAJOR RESPONSIBILITIES AND DUTIES:

1. Implement procedures and coordinate the process to identify adult and community education courses based on community needs and requests.

2. Develop and revise adult education curriculum and assist instructors with development of appropriate course curriculum.

3. Plan and implement promotion and public relations programs to publicize the adult and community education program.

4. Prepare and supervise dissemination of informational materials and catalogs to the community.

5. Coordinate scheduling and room assignments for all classes.

6. Oversee the recruitment, enrollment, and retention of students in the program.

7. Develop and conduct or arrange for staff development sessions, including sessions on delivery of instruction and methods of instruction for adult students.

8. Develop and coordinate a continuing evaluation of the adult and community education program and implement changes based on the findings.

9. Attend seminars and conferences essential to program administration.

10. Develop and maintain working relationships with businesses and other community service agencies.

11. Demonstrate high expectations of students and staff.
12. Administer the adult and community education budget and ensure that programs are cost-effective and that funds are managed appropriately.

13. Compile budget and cost estimates based on documented program needs.

14. Write and execute e-grants for federal and state funding as well as grants from the Federal Bureau of Prisons.

15. Assist with the selection and purchase of supplemental equipment and supplies for the program

16. Compile, maintain, and file all physical and computerized reports, records, and other documents required.

17. Comply with policies established by federal and state law, State Board of Education rule, and the local board policy.

18. Assist in screening, selecting, and training adult education staff and make sound recommendations on the assignment, discipline, and retention of instructors and staff.

19. Maintain and submit accurate information for payroll processing.

20. Systematically monitor Bowie-Cass Co-Op Adult Education sites.

21. Supervise Driver Education program

SUPERVISORY RESPONSIBILITIES:
Supervise and evaluate the performance of all adult education and driver education staff.
WORKING CONDITIONS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:
Mental Demands:
Ability to communicate effectively (verbally and written); interpret policy, procedures, and data; coordinate department functions; maintain emotional control under stress; maintain a clear focus on customer service; ability to manage others in a non-coercive manner 

Physical Demands:

While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the facilities. Duties also require moderate standing, stooping, bending, lifting/transport of up to 50lbs.Frequent travel to adult education sites in Bowie and Cass counties; occasional prolonged and irregular hours.
The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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