Y SCHOOL DISTRICT

Position Title: Adult Education Instructor (Temporary) PCN: N/A
Department/School: Office of Adult Education Location/ | office of Adult Education
’ Address:
Reports to(Title Director of Adult Education Work Variesgm o Varies pm
only): Hours P

Salary/Position ] Non-Certified Administrator ~ [] Certified Administrator ~ [=] Non-Exempt Hourly ~ [] Teacher

Category:

Position type/ Grade Temporary Position Position #

(to be completed by of days

HR)

Travel Required Travel required FLSA [] Exempt
Status [=] Non-exempt

Job Description

JOB PURPOSE/REASON:

To provide effective instruction designed to meet the educational needs of adults lacking in basic academic and
employability/workforce skills OR to provide effective instruction designed to meet the educational needs of adults lacking in basic
skills and/or preparing for the State of South Carolina High School Equivalency Exam OR instruct High School Diploma credit-earning
courses towards completion of a State of South Carolina High School Diploma OR to provide English instruction to adults whose
native language is other than English or who have difficulty speaking, reading, writing and/or understanding the English language.

Position will ensure compliance with all SDE State Adult Education regulations and WIOA Unified State Plan. Adult Education
nronrame and carvirac are nfferad thraiinh a comhinatinn nf virtnial fare-tn-fare nnline remnte and/nr dictance learninn

REQUIRED QUALIFICATIONS:
EDUCATION: [ ] High School Diploma or Equivalent ~ [] Associate’s Degree [=] Bachelor’s Degree
[ ] Master’s Degree [ ] Other

EXPERIENCE & TRAINING:

Experience working with adults in an education environment

Demonstrates effective problem solving, communication, organization, planning, record keeping, and
human relation skills

Demonstrates knowledge of subject area

Ability to keep adults engaged in course activity

High degree of initiative to implement positive change within system
Teaching ability within partner agencies and business/industry settings

Coordinates professional development training
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LICENSING/CERTIFICATION:

OTHER SKILLS/REQUIREMENTS:
Demonstrated Digital Literacy skills

PREFERRED QUALIFICATIONS:

SC Department of Education Teacher Certification

Global Career Development Facilitator Certification (GCDF)

SUPERVISION RESPONSIBILITY (IF APPLICABLE):
Direct Reports: 0 # of non-exempt/classified 0 # of exempt/administrators/teachers

Indirect Reports: 0 # of non-exempt/classified 0__# of exempt/administrators/teachers

PRIMARY POSITION RESPONSIBILITIES:

Provides instructional leadership, student management, and instructional planning for relevant staff

Strives to maximize educational achievement of each student
Employs a variety of instructional techniques in media and technology
Understands and responds to the needs of adult learners and be a positive role model

Plans effectively for the learning of each student through diagnosis and evaluation utilizing US Department of Education and State
Department of Education approved assessments

Manages instruction in the classroom to provide maximum learning opportunities for each student

Prepares and evaluates materials for learning

Provides instruction utilizing the WorkKeys curriculum. Refer students when appropriate for WorkKeys Testing

Provides instruction in English to assist adults in language acquisition to include speaking, listening, reading, and writing
Acculturates adults into school and community activities

Assists in the selection of textbooks, instructional materials, and supplies

Maintains necessary SDE permanent/teacher and student records

Submits and maintains attendance reports

Participates in the planning and evaluation of the adult education program
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

Keeps Student Progress/Study Guide up to date

Develops curriculum that meets the SDE core curriculum standards and provide direct instruction in subject area
Adheres to Quality Indicators as outlined in SDE Local Program Review Process document

Adheres to all WIOA regulations as defined by the required components for Adult Education

Coordinates IEP services for currently enrolled Adult Education students

Ensures that IEP’s and 504 plans are implemented as written (as applicable)

SECONDARY POSITION RESPONSIBILITIES

Participates in professional development activities and attends all required SDE/Adult Education meetings & trainings

Performs additional duties as assigned by the Director of Adult Education.

PHYSICAL/MENTAL REQUIREMENTS:

Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components; Ability to sit and/or
stand for extended periods of time; Work is performed in a normal heated or air-conditioned school environment. Exerting up to 10
pounds of force occasionally and able to lift, carry, push, pull or otherwise move objects.

NOTE: The above is intended to describe the general content of and requirements for the performance of this job. It is not to be
construed as an exhaustive statement of essential functions, responsibilities or requirements. This job description must not be
misconstrued as a promise of employment, nor deemed as an employment contract.

Department Head Susan Friedrich Date 11/18/2022
Associate/Chief/Executive Date

Director

Superintendent (if applicable) Date

Human Resources Date
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