School District of Santa Rosa County

Job Description

Adult Education Facilitator (TSA)
	Reports to:  Principal
	FLSA Status:  Exempt

	Department:  Santa Rosa Adult School
	Prepared by:  Human Resources

	Date:  June 26, 2014
	Evaluation Code:  20098


Principal Duties and Responsibilities (Essential Functions):
Planning/Preparation

· Plan, implement, coordinate, monitor, and evaluate programs for Santa Rosa Adult School

· Plan, develop, and implement a network system with appropriate public and private agencies for the identification and recruitment of persons with an eighth grade education or less

· Plan, develop, and implement a district-wide multimedia awareness campaign for adult education offerings

Assessment/Evaluation

· Administer state-approved assessments for adult education for the purpose of assessing initial student educational functioning levels and measuring gains

· Administer state-approved career exploration program for the purpose of creating individual student adult education career pathways plans

· Assess student progress towards educational and career goals

· Explain to appropriate individuals the nature and purpose of assessments in an understandable manner, providing feedback when making recommendations 

Administrative/Management

· Coordinate the proper maintenance, transfer, and acquisition of students’ records as required by applicable regulations and policies

· Use technology resources effectively and maintain accurate, complete, and correct records as required by applicable laws, policies, procedures, and regulations

· Collect and submit data and information in a timely manner for input into district and local MIS systems

· Provide input in the development of curriculum and the master schedule

· Assist in the orientation of new faculty/staff members as needed

Direct Services

· Recruit students for adult education programs

· Promote student involvement in post-secondary information programs/fairs

· Screen and refer students to appropriate agencies for assistance

· Respond to student, faculty, and parental inquiries

· Distribute information on available agencies who provide services to undereducated adults

Instructional Delivery and Facilitation

· Support classroom teachers for the purpose of assisting them in the implementation of established curriculum and/or individual student plans

· Respond to student, faculty, and parental inquiries for the purpose of achieving overall student, school, and family success

· Collaborate with other professionals regarding student records and information

· Employ a variety of instructional techniques, methods, and materials which are differentiated and appropriate to the needs and capabilities of the students, and are consistent to the assigned teaching responsibility

· Cooperate with other staff members in planning and implementing instructional goals, objectives, methods, and program

· Provide for appropriate supervision of students

· Establish and maintain cooperative relations with students, staff, and parents

Program Funding

· Research and apply for funding sources including grants and donations

· Write state/federal grants for adult education programs: AGE, Corrections, EL/Civics, AWD, and any other appropriate grants 

Student Growth/Achievement

· Review students records and other indicators as deemed appropriate to evaluate student needs and provide assistance when needed

· Monitor student progress in achieving educational gains

· Assist in the selection, proper usage, and security of instructional media and materials

· Implement the school’s and district’s philosophy of education and instructional goals and objectives

Marketing

· Prepare and present presentations to public and private groups and organizations to promote adult education programs

· Participate in community events, information fairs, meetings to promote adult education programs

· Distribute materials throughout the district advertising adult education programs

· Participate as a member on local interagency committees to promote programs

· Collaborate with local service agencies to provide information and referrals for adult education programs

Professional Responsibilities

· Attend and participate in faculty meetings

· Assume the responsibility to maintain a valid Florida Teacher’s certificate

· Provide own method of transportation to various locations

· Model professional and ethical standards consistent with Code of Ethics and Principles of Professional Conduct of Education Professionals in Florida when dealing with students, peers, parents, and community

· Prepare and maintain all required reports and records meeting established deadlines

· Collaborate with instructional staff, other school personnel, principal, parents, and community resources for the purpose of improving the overall quality of student outcomes, achieving established classroom objectives in support of the school improvement plan

· Maintain accurate, complete, and correct records as required by applicable laws, policies, procedures, and regulations to ensure the accurate communication and collection of important district, school, and student information

· Adhere to emergency procedures and respond to emergency situations for the purpose of resolving immediate safety concerns

· Assist in upholding and enforcing administrative regulations and applicable policies, regulations and procedures

· Represent school in a professional and positive manner

· Perform other tasks and/or responsibilities as assigned by the principal

Professional Development

· Initiate and engage in continuing professional growth through in-service, classes, meetings, conferences, seminars, webinars, and individual study

· Complete the Professional Development Plan and keep abreast of recent developments in adult education in Florida and community education issues 

· Participate in adult education professional development activities

Physical Demands:

Exerting up to 20 lbs. of force occasionally and/or up to 10 lbs. of force frequently as needed to move objects.  While performing the responsibilities of the job, the employee is required to talk and hear.  The employee is often required to sit and use their hands and fingers, to handle or feel.  The employee is required to stand, walk, reach with arms and hands, climb or balance, and to stoop, kneel, crouch or crawl.  Vision abilities required by this job include close vision.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.
Length of Employment:
Ten months
Conclusion:

This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this job.  However, this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, and responsibilities or working conditions associated with the position.
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