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Adult Education Instructor
Employee Name (Print): _______________________________________
Reports To:

Director of Adult Education
Dept/Campus:

Adult Education





Wage/Hour Status: 
Non-Exempt




Date Revised:
December 2013
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
Conduct an appropriate level of instruction for adult students in the areas of basic education, English as a Second Language, General Education Development (GED) and/or other program as offered and assigned by the facility. Facilitate a program of study that meets the individual needs, interests, goals and abilities of the adult student.
QUALIFICATIONS:
Education/Certification:
Bachelor’s degree from accredited university or meet training requirements
Appropriate certification or training in area of instruction
Special Knowledge/Skills:
Knowledge of adult basic education content areas
Teaching ability in ABE or GED content areas
Ability to instruct students and manage their behavior

Strong organizational, communication, and interpersonal skills
Technical skills to support on-line testing in distance education.
Experience:
GED Instruction experience preferred
MAJOR RESPONSIBILITIES AND DUTIES:

1. Conduct instruction as specified in program training.
2. Hold class as scheduled at designated location and time.

3. Properly communicate your absence or interruption in instruction to ensure students are appropriately served.
4. Establish and maintain open communication with students, Adult Education Staff and location site staff to ensure classes are held and instruction is offered.

5. With the assistance of the supervisor, plan a program of study that meets the individual needs, interest, goals and abilities of the adult student.

6. Plan and use appropriate instructional and learning strategies, activities, materials, and equipment that reflect understanding of the learning styles and needs of students assigned.

7. Determine the correct entry level of students.
8. Register and orientate student.

9. Counsel with students regarding instruction and program services.

10. Use technology to strengthen the teaching/learning process.

11. Help students analyze and improve study methods and habits.

12. Evaluate student progress regularly.
13. Be a positive role model for students and support the mission of school district.

14. Create a classroom environment conducive to learning.

15. Manage student behavior in accordance with Student Code of Conduct and student handbook.

16. Take all necessary and reasonable precautions to protect students, equipment, materials, and facilities.

17. Assist in selection of books, equipment, and other instructional materials.

18. Maintain a professional relationship with colleagues, students, and community members.

19. Use effective communication skills to present information accurately and clearly.

20. Participate in staff development activities to improve job-related skills.

21. Keep informed of and comply with state, district, and school regulations and policies for teachers and Instructors.

22. Compile, maintain, and file all reports, records, and other documents required.

23. Maintain accurate, complete and up-to-date records.

SUPERVISORY RESPONSIBILITIES:
None
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/Physical Demands:

Maintain emotional control under stress. While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the facility. Duties also typically include considerable walking, standing, stooping, bending, and moderate lifting. Physical intervention may be required at times to manage student behavior; normal classroom environment as well as inside and outside duties.

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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