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POSITION ANNOUNCEMENT
	POSITION:

	Instructional aide

	LOCATION:  

	Multiple Locations 

	DESCRIPTION:
	The Instructional Aide assists instructors with providing education and/or training to adult education students.

	ESSENTIAL JOB RESPONSIBILITIES:
	1. Assists instructor with classroom presentations;

2. Assists instructor with maintaining an effective learning environment;
3. Completes documentation of student progress;

4. Performs various types of clerical tasks to assist instructor;

5. Prepares and maintains materials, exhibits, equipment, and demonstrations in assigned instructional space(s);

6. Requests and maintains assigned classroom supplies, materials, and equipment;

7. Tutors and assists individual students in the learning environment; 

8. Proctors computer-based exams remotely and/or face-to-face;

9. Oversees classrooms or computer labs where adult education instructor may be physically or virtually present providing instruction;
10. Monitors student activities while in the instructional space to ensure a conducive learning environment;
11. Coordinates logistics for on-campus lab sessions by ensuring that students are scheduled for assigned location and all equipment is prepared as needed;
12. Assists or instructs students on use of computer lab technology and software applications (e.g., Blackboard, Essential Education, Khan Academy, Learning Upgrade) to ensure appropriate use and understanding of concepts and troubleshooting as necessary;
13. Maintains computer lab by providing routine maintenance (e.g., dusting hardware, creating/clearing Internet bookmarks) and ensuring safety and cleaning protocols are followed (e.g., disinfecting surface areas, social distancing, covering peripheral devices with barrier materials); and
14. Performs other duties as assigned.

	MINIMUM QUALIFICATIONS:
	Technical knowledge of computing and printing equipment to maintain and troubleshoot devices as necessary.  Ability to work with little to no supervision.  Knowledge of basic concepts necessary to provide tutoring to adult education students.  
High school diploma or GED
All applicants must complete an online application, upload resume, unofficial transcripts, and cover letter. Official Transcripts are required within 60 days of employment.

	PREFERRED

QUALIFICATIONS:

	Experience in supervising a classroom environment and/or providing classroom instruction to adult education students. Strong communication, organizational, customer service, and computer skills.  Must be flexible in work hours and days.
Associate’s degree from an accredited college or university.

NOTE: Applications will be screened at the preferred level. Applicants must meet both the minimum and the first level of preferred qualifications to be considered for this position

	SALARY/BENEFITS
	The salary is $17.00 per hour. This is a part time position working up to 19.5 hours per week and is not eligible for benefits.  Georgia Defined Contributions and taxes will be deducted.

	TO APPLY:
	Click on the following link:  https://www.easyhrweb.com/JC_GPTC/Job%20Listings/JobListings.aspx 


As set forth in its student catalog, Georgia Piedmont 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).

Due to the volume of applications received, we are unable to provide information on application status by phone or e-mail. All qualified applicants will be considered, but may not necessarily receive an interview. Selected applicants will be contacted by the hiring manager for next steps in the selection process. Applicants who are not selected will receive an email notification.
