State of Georgia Job Description

	Job Title: Adult Education Coordinator 
Job Code: 11002 
Last Update: 07/01/2009
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 03 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under limited supervision, performs work of considerable difficulty in coordinating, managing, supervising on a statewide basis, the delivery of consultative and advisory assistance to educational program managers and administrative services personnel within educational institutes and facilities in the state; Performs other related work as required. 




Job Responsibilities & Performance Standards:
1.
Studies, identifies, and distributes state and federal regulations and guidelines which specifically establishes programs, projects and services to local program sites in meeting all phases of adult educational programs. (Performed by all incumbents) 

1.
Requests and thoroughly reviews state and federal regulations, guidelines, manuals and information applicable to specific program area(s).

2.
Conducts appropriate regional or statewide training programs to provide educational managers and administrators with a basic understanding of program operations.

3.
Develops and effectively utilizes comprehensive guidelines which may be used for implementation of services and programs at the state and local levels.

4.
Assists educational managers and administrators with proper interpretation and clarification of rules and regulations related to specific segments of programs and services.

5.
Provides sound advice on setting measurable goals, objectives and performance criteria appropriate for the program and target population.

2.
Assists with identifying educational programs, projects and services which constitute a part of an entire area of academic operation. (Performed by all incumbents) 

1.
Develops an accurate list of the central or key educational programs and or services; shows the relationships between the major and minor divisions or breakdown of an area of concentration.


2.
Prepares specific programs of study or field of operation in accordance with established guidelines.


3.
Shows the skill areas to be developed and identifies the appropriate methodology to be used in developing the skill program.

3.
Creates educational programs and activities to supplement the formal and structured classroom program for the adult learners. Giving special attention to programs which enhance relation factors and improved attendance of students. (Performed by all incumbents)


1.
Studies, plans, and organizes an annual Adult Education Honor's recognition and awards program.


2.
Develops a complete operational manual which includes all appropriate rules and regulations.


3.
Provides a comprehensive program which involves a large number of Adult Education participants.


4.
Effectively conducts a state final competition to determine statewide winners in the seven categories of literacy.


5.
Creates a student government activity that expands classroom activities related to civic duties and responsibilities. (Voter education, registration, civic organization, and other pragmatic experience in politics, community pride, and related issues)


6.
Plans, effectively organizes, and develops appropriate guidelines, regulations, and an operational manual for this adult literacy student government activity.

4.
Develops an instrument or document which will accurately record adult education enrollment, student contact hours on a continuous basis allowing for the elimination of duplicated count. (Performed by all incumbents)


1.
Develops a division wide system which will comprehensively collect, record, calculate and distribute monthly data among all programs, projects and services.


2.
Ensures that system shows unduplicated adult education student count, annual percentage of increase by enrollment, student retention, and percentage of statewide target population served, including increase in student contact hours over previous year.


3.
Reconciles end-of-year report differences by continuously counting enrollment monthly with increases and decreases, etc.

5.
Creates and develosp a system for a formalized approach of a literacy review program which reviews one-third of all adult education programs in the state. The process will be designed to check local literacy programs for compliance with federal and state policies. (Performed by all incumbents)


1.
Effectively organizes a program monitoring system.


2.
Effectively implements a system which will guide the monitoring through the seven step process.

3.
Plans, organizes, and implements a system for reviewing program operations to check instructional program, instructional materials and the use of technology in the instructional program.

4.
Ensures that system checks program quality indicator to ensure literacy programs are adhering to required steps of student gains, promotions, and completions.

6.
Develops curriculum guides and manuals to assist with designing an effective and progressive learning program at all levels of adult education. (Performed by all incumbents)

1.
Accurately updates literature for writing contemporary curriculum in an area of specialization in a timely manner.

2.
Appropriately introduces and implements new curricula through training sessions, seminars and staff development.

3.
Develops appropriate testing materials to determine the success ratio of the curriculum.

4.
Develops appropriate teacher guide and student workbook for a series of practical experiences and practice sessions.

5.
Effectively serves as a resource on matters of curriculum and program of studies.

6.
Accurately develops special programs for adult education students with special remedial needs.



Minimum Qualifications:
No minimum qualifications information is available. 

Preferred Qualifications:
No preferred qualifications information is available. 

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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