Lapeer County Intermediate School District
I—CIS JOB DESCRIPTION

ADULT EDUCATION INSTRUCTOR for

Employee Group: Ancillary Staff
FLSA: Exempt
Supervisor: Manager of Adult and Community Education

Qualifications

Certification

Required: Valid secondary teaching certificate with appropriate endorsement for assignment

Work Experience
1. Preferred: Experience in a comparable capacity in a school setting or educational environment
2.  Preferred: Experience working with adult and at-risk students

Knowledge (Preferred)

Has knowledge of:

1. Specialized educational programs (e.g., Career and Technical Education (CTE), Special Education, Adult
and/or Community Education)

2. Student information management systems (e.g., Synergy, PowerSchool, Skyward, etc.)
Proficiencies
Is proficient in use of:
1 Standard office equipment
2.  Microsoft Office products
3. Adobe products
4.  Google applications
Skills
Possesses excellent:
1.  Written and verbal communication skills
2. Organizational skills
3. Interpersonal skills
Abilities
Is able to:
1. Teach coursework related assignment

2. Maintain student confidentiality at all times



Establish and maintain a good rapport and positive relationships with all individuals encountered during the
performance of work duties and responsibilities

Work efficiently through the use of current technology and keep up with changes in technology
Use social media to maximize community outreach

Physical Requirements

Must have the physical stamina necessary to perform the essential job duties and responsibilities

Character

It is expected that all employees:
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Have a strong work ethic

Possess a positive attitude

Be trustworthy

Maintain personal and professional integrity

Conduct themselves in a professional, respectful, and civil manner at all times
Positively represent the ISD and its local districts

Remain free of any alcohol or non-prescribed controlled substance in the workplace throughout his/her
employment.

Essential Job Duties and Responsibilities
Develop and plan all course-related curriculum and activities

Provide quality instruction and necessary support to students enrolled in course in order to ensure their
success in course

Assess and address the individual academic needs each student

Use a variety of research-based instructional strategies to meet the needs of all students enrolled in
course

Evaluate students’ academic growth and maintain records related to their progress including
attendance records, learning plans/goals, and assessments

Create and maintain a safe classroom environment that is conducive to learning
Manage and monitor student behavior in the classroom and school building

Integrate work, family, and community activities into instruction

Perform duties and responsibilities in accordance with board policies and administrative guidelines

Perform other related duties and responsibilities as assigned
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The Board of Education does not discriminate on the basis of religion, race, color, national origin, sex (including sexual orientation and
transgender identity), disability, age, marital or family status, genetic information, height, weight, military status, ancestry, or any other
statutorily protected category (collectively “Protected Classes”) in its programs, activities, or employment. The following individuals have
been designated by the Board of Education as the District's Compliance Officers to handle inquiries regarding the District's
nondiscrimination, prohibition against discrimination based on disability, and anti-harassment policies: Michelle Proulx, Director of Special
Education (student-related) or Ann M. Schwieman, Director of Administrative Services and Personnel (staff-related); Address (for mailing
purposes only): Lapeer County ISD Administration Building, 1996 W. Oregon St., Lapeer, Ml 48446; Phone (to speak to or schedule an
appointment with a Compliance Officer): (810) 664-5917.



