
POSITION ANNOUNCEMENT

POSITION: Occupational Therapy Assistant Instructor Clinical Coordinator – Marietta Campus
POSITION DESCRIPTION: Full-time twelve (12) month faculty position.  This position is responsible for managing the fieldwork educational experience of the OTA program and teaching in the classroom. This position requires car travel to students’ fieldwork locations. Job responsibilities include but are not limited to the following: 
· Coordinate and evaluate the academic fieldwork component of the OTA program
· Ensure compliance of ACOTE requirements for fieldwork experience
· Maintenance of appropriate records
· Teach and evaluate didactic instruction
· Outcome assessment
MINIMUM QUALIFICATIONS: 
· Current Georgia Licensure as an Occupational Therapist or an Occupational Therapy Assistant.
· Current NBCOT Registration/Certification
· Three years of experience in the field of occupational therapy, including practice as an occupational therapist or an occupational therapy assistant
· Bachelor’s Degree from a regionally accredited institution
· Current valid Georgia Driver’s License

PREFERRED QUALIFICATIONS:
· One year of experience in a post-secondary OTA program as a fieldwork coordinator, adjunct classroom instructor or fieldwork instructor.
· Experience in a TCSG institution.
· Knowledge of ACOTE accreditation standards for OTA programs.
SALARY/BENEFITS: Salary - $60,000 annually. Benefits include: paid holidays, annual leave, and the State of Georgia Flexible Benefits Program.  Please be aware that all Chattahoochee Technical College employees must be paid by DIRECT DEPOSIT unless exempted by the State Accounting Office based on “hardship” evidence provided by the employee.
 APPLICATION PROCEDURE: APPLY ONLINE ONLY @ www.chattahoocheetech.edu and select “Contact Us” then “CTC Jobs.”  Fill out an online application and upload resume, transcript, and cover letter.  Before a candidate is hired, a pre-employment criminal background investigation, motor vehicle record check and employer/professional reference check will be conducted.  
RESPONSE DEADLINE:  Open until positions are filled.  Screening will begin immediately.

ANTICIPATED EMPLOYMENT DATE: March 1, 2018
EMPLOYMENT POLICY: Chattahoochee Technical College is accredited by the Southern Association of Colleges and Schools Commission on Colleges to award associate degrees. Inquiries related to the college’s accreditation by the Commission may be directed to SACSCOC, 1866 Southern Lane, Decatur, Georgia 30033-4097 or telephone 404-679-4500. Questions related to admissions and the policies, programs, and practices of Chattahoochee Technical College should be directed to the College.

As set forth in its student catalog, Chattahoochee Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law). The following person(s) has been designated to handle inquiries regarding the non-discrimination policies: Chattahoochee Technical College Title IX Coordinator, Brannon Jones, 980 South Cobb Drive, Building C 1102B, Marietta, GA 30060, (770) 975-4023 or Brannon.Jones@chattahoocheetech.edu and Chattahoochee Technical College Section 504 Coordinator, Mary Frances Bernard, 980 South Cobb Drive, Building G1106, Marietta, GA 30060, (770) 528-4529, or maryfrances.bernard@chattahoocheetech.edu. 
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Health Sciences Clinical Coordinator                                       AA23.06
Academic Affairs                                                                                                    FLSA Status: Exempt
JOB SUMMARY

Under supervision of the Dean of Health Sciences, this position is responsible for performing classroom instruction and coordinating clinical education for various Health Sciences Programs.  The main focus of this position is to identify and supervise clinical education for Health Sciences programs.  Clinical Education is also referred to as the following: Externships, Fieldwork
MAJOR DUTIES

Course Development

· Demonstrates knowledge of curricula and subject matter for each course assigned.

· Selects and obtains appropriate educational materials for courses.
· Follows established curricula to develop syllabi, goals, and objectives. 

· Develops instructional techniques and activities that meet the needs of a variety of learning styles for face-to-face and on-line formats.  
· Evaluates students’ progress in attaining goals and objectives by establishing evaluative criteria and tests in order that measure each student’s academic and clinical progress.

· Ensures that instruction meets the standards of Programmatic Accreditation agencies and facilitates students’ success on National licensure and/or certification tests.
Instructional Delivery

· Develops and implements instructional delivery that is stimulating, thought provoking and engaging to students in face-to-face, online, lab and clinical settings.
· Correctly assesses the educational needs of the students, making changes as necessary.
· Delivers effective instruction, as evidenced by student retention and student success on standardized assessments.
· Ensures consistency in syllabi, tests, and other appropriate course materials.
· Maintains knowledge of computer technology and its application to the field of study.

· Maintains knowledge of Blackboard, and uses is effectively to deliver course materials, assessments and record grades.

· Develops and implements a work ethics plan to encourage and instill good work habits.
Lab Instruction and Management

· Maintains a clean, organized and safe lab and classroom environment. 
· Recommends equipment to facilitate student learning.

· Follows a lab management plan that targets safety procedures and reinforce for students. 
· Identifies safety hazards and initiate correction quickly. 
· Provides timely feedback to students about performance in lab tasks. 
· Provides for adequate supervision of students in lab settings. 

Course/Program Evaluation

· Assess Student Learning Outcomes, prepares and submits reports associated with SLO’s.

· Assess General Education Learning Outcomes, prepares and submits reports associated with General Education Learning Outcomes.

Student Evaluation and Advisement
· Communicates students’ progress to students and discusses appropriate changes to improve performance as needed. 

· Accurately records pertinent information in student’s record as required.
· Calculates, records and reports students’ grades accurately and by deadline.
· Follows and participates in the college’s grade appeal process.
· Advises program students for academic and career success.
· Participates in Final Registration/Late Registration.
· Establishes appropriate office hours for student consultation and advisement.
· Refers students that need further pathway advisement to the health science advisors.
· Refers students having difficulty coping with classes and/or school/family issues to the Health Science Counselor.
Other Instructional Duties
· Records and reports student attendance correctly; including reporting of NO SHOWS.
· Ensures safety and security requirements are met in the classroom and lab.
· Performs and maintains classroom and lab inventory according to established policy and procedures. 
· Prepares and maintains all required documentation as required by the accreditation policies, TCSG and Institutional guidelines.

· Ensures records are secured in locked file cabinets and rooms with door locks. 

· Maintains confidentiality of student information.
· Arranges and participates in Service Learning opportunities with current students.

· Participates in TCSG IFCC Curriculum Development process.

Program Management
· Participates in Programmatic Accreditation activities assigned by the Program Director.

· Assures the program has sufficient clinical education affiliates to support the program and student learning.

· Assess and ensures the quality of clinical education.

· Serves as the Program’s liaison for Clinical Education.

· Completes and submits required student documentation to clinical sites.

· Visits clinical education sites on a regular schedule.

· Reviews and submits contracts for clinical education for appropriate approval.

· Participates in advisory committee meetings.

· Recruits appropriate advisory committee members.

Professional Development and Leadership

· Maintains appropriate licensure or certification. 
· Maintains knowledge of current trends and developments in teaching field.
· Demonstrates leadership qualities such as commitment to education, trustworthiness, responsible behavior, eagerness to learn, seeks out and accepts responsibility beyond class duties, invoke an optimistic approach to challenges, and exhibits positive work ethics.
· Participates in standing or ad hoc college committees.
· Makes recommendations of students for GOAL, scholarships, and the Student Leadership Academy.

· Serves as mentor for adjunct program faculty.

Student Recruitment

· Becomes familiar with all of the school’s programs.

· Participates in college recruitment activities.

· Develops and hosts program specific recruitment activities.
KNOWLEDGE REQUIRED BY THE POSITION

· Knowledge of the adult learning environment.
· Knowledge of the mission of postsecondary vocational/technical education.

· Computer skills in word processing, database, spreadsheet, presentation applications.

· Problem solving/critical thinking skills.

· Written and verbal communication skills.

· Research skills.

· Knowledge of federal, state, and local health guidelines.

· Skill to work cooperatively with students, faculty, and staff.

· Strategic and Tactical Planning; make timely decisions.

· Organizational Skills.

SUPERVISORY CONTROLS

The Dean of Health Sciences is direct supervisor. The Dean and Program Director assign work in terms of general instruction and spot-checks completed work for compliance with procedure and the nature of the final results.
GUIDELINES

Chattahoochee Technical College policies and procedures, TCSG policies and procedures, as well as health program accreditation guidelines and policies are used in this work. 
COMPLEXITY/SCOPE OF WORK

· The work consists of varied duties associated with program instruction. The variety of tasks to be managed contributes to the complexity of the position.

· The purpose of this position is to teach program courses. Success in this position contributes to the provision of quality educational instruction to students.

CONTACTS

· Contacts are typically with students, faculty, staff, college administrators, members of the general public, and clinical education partners.
· Contacts are typically to provide services, to motivate or influence persons, and to provide instruction.

PHYSICAL DEMANDS/ WORK ENVIRONMENT

· The work is typically performed while sitting at a desk or table or while standing or walking.

· The work is typically performed in a classroom or applicable lab setting.

· The work is typically performed on multiple campuses, including high schools, and clinical sites.
· In some program or course areas, physical demands may extend to physical movement and positions for extended time periods, including bending and lifting while standing or sitting.

· Individual program physical demands are available from the appropriate Dean.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY

None.
MINIMUM QUALIFICATIONS

· Varies by specific position.
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