ALGONQUIN AND LAKESHORE CATHOLIC DISTRICT SCHOOL BOARD
Job Description

Position Title:

Literacy Instructor

Reports To:

Coordinator, Non-credit Programs

SUMMARY:
To instruct adults in remedial education or preparatory classes for further education or training, employment or independent living.

SPECIFIC DUTIES AND RESPONSIBILITIES:
1. Provide literacy and numeracy instruction and other Literacy and Basic Skills (LBS) programs to individuals and small groups of adult learners using strategies that maximize student contact numbers and promote student progression and positive outcomes.

2. Provide an environment that respects the individual circumstances and differences of students; maintain a classroom atmosphere where the learners feel welcome and safe, to enable learners to reach their full potential in an educational setting; e.g. organize field trips, regular review of technology and resource materials, promoting regular attendance etc.

3. Design, develop and deliver professional and appropriate lesson plans that are based on learner training plans, Essential Skills and meet the individual needs of learners in accordance with Algonquin and Lakeshore Catholic District School Board, Ministry and/or Federal policies and procedures and program funding requirements; develop and implement new curriculum as required.

4. Complete intake process collecting fees and issuing receipts where applicable; inform applicants of program requirements and training plans; arrange for initial assessment through Coordinator.

5. Conduct assessments throughout the year for all learners in accordance with Board and Ministry of Training, Colleges and Universities (MTCU) guidelines; maintain learner files including changes to training plans.

6. Compile reports for Coordinator as required, e.g. attendance records, transportation, demit forms, learner satisfaction surveys, etc.

7. Assist with, and co-ordinate the activities of community volunteers and students engaged in practicum for the LBS program(s), coaching and directing volunteers as needed.

8. Assist coordinator with ongoing liaison and outreach to partner agencies and building new client referrals for Literacy and Basic Skills (LBS) program; develop and distribute promotional materials to community networks and participate in related community events if required.

9. Attend and participate in professional development sessions, meetings and opportunities as required; be an active member of the Board’s safety committee if required.

10. Consult with students to discuss their progress or concerns related to their performance and/or behaviour; inform community partners, co-workers, and counselors of learner’s progress and program participation where appropriate.

11. Collaborate and liaise with Loyola credit and non-credit staff to share information and problem-solve.

12. Perform other duties as required.
KNOWLEDGE GAINED BY FORMAL EDUCATION AND PREVIOUS TRAINING:
Formal Education
<
Relevant post secondary education and certificate in Literacy and Basic Skills or Adult instruction preferred OR equivalent in education and related experience.  
Training and Experience
<
Experience delivering literacy programming or related instructional programming to adults.

Required Skills
<
Excellent oral and written communication skills and interpersonal skills

<
Demonstrated ability to develop and implement literacy curriculum and differentiated instruction for adult LBS learners

<
Strong pedagogy, curriculum development and assessment skills

<
Ability to demonstrate good classroom management strategies

<
Ability to motivate and be sensitive to learners from difficult backgrounds, e.g. socio-economic or cognitive problems

<
Knowledge of LBS standards and policies, and community support agencies’ roles

<
Ability to work effectively and collegially with colleagues and outside agents within a third party purchase-of-service environment

ORGANIZATIONAL RELATIONSHIPS:
Positions Supervised
Nil
Work Assignments Received From
Principal or designate
Approved:
June 30, 2009 
