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State of Georgia Job Description

	Job Title: Adult Education Teacher 
Job Code: 10214 
Last Update: 07/01/2009
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 03 
	



Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision, prepares lesson plans for classroom instruction and obtains or prepares instructional materials at a technical college. Provides learner guidance to students. Evaluates students' progress and performance in attaining goals and objectives. Promote the adult education program to public and private organizations through the Service Delivery Area. Prepares and maintains all required documentation and administrative reports. Plans, organizes and participates in staff development and team conferences. Maintains a secure classroom environment. Assists with recruitment, retention and job placement efforts. Recruits, supervises and directs classroom volunteers. 




Job Responsibilities & Performance Standards:
1.
Prepares lesson plans for classroom instruction and obtains or prepares instructional materials for classroom use. (Performed by all incumbents) 
1.
Prepares written instructional objectives by stating long term goals for each student, the approach used to achieve those goals and projected schedule of achievement in accordance with state and federal guidelines.
2.
Prepares lesson plans, regularly, in order to instruct in the adult literacy area using appropriate teaching skills, techniques and aids based on Adult Literacy Teacher's Curriculum Guide.
3.
Collaborates/develops Student Education Plan (SEP) with students. Monitors for feedback and to modify SEP.
4.
Instructs/accommodates students with special needs by selecting and requisitioning materials and by developing and/or adapting them for the specific needs.
5.
Promotes lifelong learning and integrates work ethics into the lesson plans.

2.
Provides learner guidance to students. (Performed by some incumbents) 
1.
Orients new students with orientation package/guide.
2.
Guides students in development of skills and evaluates students' progress in attaining goals and objectives.
3.
Develops and effectively maintains a network of appropriate community contacts to refer students.
4.
Follows guidelines for Underage Student Procedures, if appropriate.
5.
Contacts drop-outs/absentees or counsels potential dropouts.

3.
Evaluates students' progress and performance in attaining goals and objectives. (Performed by all incumbents) 
1.
Establishes criteria and conducts assessment in accordance with Statewide Assistance System in order to measure each student's progress.
2.
Correctly records pre and post test data and other indicators of progress.
3.
Communicates students' progress to appropriate personnel according to established guidelines and provides appropriate feedback to students.
4.
Recommends GED testing, if appropriate.
5.
Maintains confidentiality of student records according to established guidelines.

4.
Promotes the adult education program to public and private organizations through the Service Delivery Area. (Performed by all incumbents) 
1.
Develops and effectively maintains a network of appropriate community contacts at direction of SDA Director.  Promotes collaboration between agencies.
2.
Collaborates with county to establish literacy goals. Provides appropriate input in strategy or review sessions, committees, and task force work to facilitate linkages and communication.
3.
Provides appropriate information and/or input in community meetings pertaining to adult education functions and services provided. Participates in EAGLE competition.
4.
Writes effective and professional articles in support of the adult education program.
5.
Promptly returns telephone inquiries supplying correct and helpful information. Refers caller to appropriate personnel, if necessary.

5.
Prepares and maintains all required documentation and administrative reports. (Performed by all incumbents.) 
1.
Prepares and submits student’s progress and participation reports in accordance with the prescribed guidelines. Conducts follow-up surveys.
2.
Ensures documentation meets all required organizational and accreditation policies and federal and state guidelines.
3.
Analyzes collected data for program improvement.
4.
Compiles and submits reports in a timely manner to appropriate personnel.
5.
Manages the process of purchasing equipment and supplies according to budgetary limits and organizational policies and procedures.

6.
Plans, organizes and participates in staff development and team conferences. (Performed by all incumbents) 
1.
Actively participates in National Reporting System (NRS) training in accordance with departmental policies and standards.
2.
Attends education meetings, workshops, etc. as requested and for identified staff needs.
3.
Participates in advisory committees as requested.
4.
Develops and maintains relevant and informative reference materials for instructional and support staff.
5.
Prepares personal professional development plan in accordance with stated guidelines.

7.
Maintains a secure classroom environment. (Performed by all incumbents) 
1.
Requires proper and constructive use of instructional materials.
2.
Prohibits conversations that demean, degrade, or condemn the institution, its employees and/or other students.
3.
Inspects classrooms to ensure they are maintained according to security and sanitation standards.  Implements emergency procedures.

8.
Recruits, supervises and directs classroom volunteers. Coordinates instruction schedule, teachers, substitutes and volunteers. (Performed by all incumbents)
1.
Effectively recruits a required number of volunteers to assist.
2.
Trains volunteers in classroom procedures and the use of materials as needed.
3.
Plans work schedules of staff on a regular basis.
4.
Directs volunteers on how to appropriately assist students.

9.
Assists with recruitment, retention and job placement efforts.  (Performed by all incumbents.)
1.
Actively recruits students for classes by explaining training offered and prepares a master schedule for departmental class offerings.
2.
Prepares orientation for new students using effective materials while displaying a professional and courteous manner.
3.
Actively participates in retention efforts of the school.
4.
Offers job placement assistance to the students and follows through using established contacts.
5.
Ensures adequate and appropriate on-the-job training opportunities exist for each student.

10.
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. (Performed by all incumbents)
1. Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.
2. Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.
3. Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.
4. Accepts direction and feedback from supervisor and follows through appropriately.
5. Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.



Minimum Qualifications:
Completion of a bachelor's degree from a college or university, preferably in education or a related field. 

Preferred Qualifications:
None noted for this job. 

	
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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