Mason County Schools

Job Description

TITLE:

Adult Evening/Community Education Assistant-Vocational

QUALIFICATIONS:

1. Bachelor’s Degree in education or equivalent.

2. Experience in working with adults preferred.

3. Organizational and management skills desired

REPORTS TO:
Principal of Vocational-Technical Center

SUPERVISES:
None

SUPPORT RELATIONSHIPS:


Work cooperatively with the principal of the Vocational-Technical Center to 


assure a quality evening adult program and community education classes. 

JOB GOAL:


To develop, implement and coordinate an Adult Evening Vocational Program to 


enhance and retrain adults for the work force and provide for community 


education programs in a variety of interest areas.

PERFORMANCE RESPONSIBILITIES:

1. Works cooperatively with the Superintendent of Schools, Vocational Director and his/her designees in carrying out school and county policies.

2. Supervises and evaluates the Adult Evening Vocational and Community

Education Programs.

3. Surveys community needs to ascertain course offerings for the evening program.

4. Develops a program based upon needs and/or interests.

5. Implements a program based upon needs assessments.

6. Coordinates and monitors the program on an ongoing basis.

7. Advertises for teaching personnel to carry out the program.

8. Assists with interviews and selection of teaching personnel and provides contracts for the people employed in the program.

9. Evaluates personnel and provides assistance for improvement, as needed.

10. Is responsible for preparing special reports promptly and accurately.

11. Maintains a cooperative working relationship with all business/industries in the county.
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12. Has the ability to adapt to scheduling needs after regular work hours and to make work schedule adjustments when adult night and community education programs necessitate such.

13. Performs such other duties as assigned by the Superintendent of Schools.

TERM OF EMPLOYMENT:  200 days at salary in accordance with established supplement by the Board.

EVALUATION:  Performance of this job will be evaluated annually by the Principal of the Vocational-Technical Center in accordance with the provisions of Board Policy on evaluation of professional personnel.

JOB DESCRIPTION REVIEW:  This job description will be reviewed annually by the Job Description Committee with final approval by the Superintendent and the Board of Education.

