
POSITION DESCRIPTION

Title:  Civics Instructor
Status:   Part Time
Reports To: Manager of Education and Training Department
Position Incumbent: Open
Date of Description: 6/16/2010

Primary Function of the Position

This is a 14 hours per week position responsible for teaching English language and literacy with civics education that go beyond the scope of the naturalization process. The Civics program teaches community members who do not yet speak English or who are beginning to speak English as a Second Language to develop knowledge (such as understand and navigate governmental, educational, and workplace systems and other key American institutions such as banking and healthcare) and skills to find employment. Primary responsibilities include:

· Provide 10 hours of direct instructional time to Civics students (in accordance with the Americorps VISTA English Literacy and Civics curriculum) 
· Provide out of school experiences to acquaint students with the work world 
· Any other reasonable administrative and program management responsibilities assigned

Major Position Responsibilities

1) Programs/Services Achieve Results: Provides Civics classes in accordance with contracts with local, state and Federal entities.

· Provides 10 total hours of direct instructional time to students
· Devotes 5 hours to class preparation
· Takes daily class attendance & submits attendance sheets to Office Manager weekly
· In general, within each of the six CASAS levels there will be a 1 level advance, by the end of the program year, as stated below:
· Level 0 (Beginning ESL Lit): 53% 
· Level 1 (Beg ESL Low) :61% 
· Level 2 (Beg ESL High): 53% 
· Level 3 (Beg ESL High): 46% 
· Level 4 (High Intermediate ESL): 43%
· Levels 5-6 (Advance ESL): 21% 
· Specific to the Civics program:
· 60% of those regularly attending classes will significantly improve their English language skills, as measured by CASAS.
· 70% of those regularly attending classes will complete at least 5 goals identified in their individual Personal Education Plan.
· 60% will significantly improve their employability competencies as measured by pre and post-test assessments (CASAS Employability Checklist). 

· Fulfills other tasks and assignments that enable HAP to fulfill its mission in the community 

2) Strong Team Player: Contributes to the overall effectiveness the Department in fulfilling its mission and objectives.

· Attends and consistently contributes at Department and teacher meetings
· Attends HAP staff meetings as available
· Participates in or attends community events as part of recruitment (e.g. New Year, Resource Fair, etc.)
· Communicates across and serve on cross departmental teams to promote and foster agency effectiveness in accomplishing mission
· Fulfills other tasks and assignments that enable HAP to fulfill its mission in the community
	
3)     Customer Service

· Role-models a customer-oriented service philosophy.

4)     Results are Accurately Documented and Reported by Deadline: Implements and fine-tunes administrative systems and processes that facilitate documentation and reporting outcomes.

· Takes accurate daily attendance 
· Administers CASAS tests every six weeks and reports results to report monitor
· Documents “success stories” for quarterly and annual reports

5)	Adherence to HAP policies
	
· Knows and follows the E&T FCOP and HAP Employee handbook.
· Knows and follows ABE/FWE/MFIP policies.
· Knows and follows HIPPA policies.

Position Specifications

Skills, Knowledge and Abilities

· Training in ESL techniques.
· Need to be analytic and detail oriented.
· Verbal and written communication skills necessary to convey information to students who have little or no English speaking skills, and to communicate effectively in a public setting.
· Demonstrated ability to manage and track multiple projects/reports simultaneously.
· Ability to work with diverse staff and organizations, and provide effective guidance to a multi-lingual and multi-ethnic staff and students.
· Ability to work occasional evenings and weekends as needed.
· Effective leadership for insuring that Department is in compliance with ABE/MFIP policies.
· Ability to work independently with minimal supervision, while also being a strong team player.
· Familiarity and comfort with electronic forms of communication, including ready access and responsiveness to e-mail correspondence.
· Knowledge of the barriers both staff and participants confront on a daily basis and abilities in finding solutions to these barriers.

1) Required Education and Experience

BA/BS in English or equivalent degree and 1 year teaching ESL to adult learners required.  BA/BS degree in teaching ESL and experience working with a culturally diverse community preferred.  Knowledge of community employers and resources and experience with curriculum development is preferred.  Computer skills necessary using word processing, spreadsheets and data base programs.  












