State of Georgia Job Description

	Job Title: Adjunct Faculty 
Job Code: 10309 
Last Update: 10/01/2001 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 03 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision, instructs and supervises students in a variety of vocational areas. Develops program and course outlines; evaluates students' progress in attaining goals and objectives; requests and maintains supplies and equipment, and prepares budget requests; develops teaching methods; maintains program certification requirements; attends faculty and educational meetings; assists in recruitment, retention, and job placement efforts; ensures safety and security requirements are met. NOTE: Employee shall be paid per course taught and a lump sum payment method will be used, either in one payment or partial payments. 




Job Responsibilities & Performance Standards:
1.
Instructs students in skilled or basic vocational areas. (Performed by all incumbents)


1.
Presents subject matter to students using appropriate teaching techniques and materials in order to make students knowledgeable in the areas taught.


2.
Plans and/or applies behavior management or modification techniques as appropriate to the assigned student population.


3.
Prepares reports on the current status of students in the program indicating whether performance is aligned with performance indicators, program goals and progress schedule.


4.
Thoroughly reviews students' records on a regular basis.

2.
Develops program and course outlines, goals and objectives. (Performed by all incumbents)


1.
Prepares appropriate curricula, including non-traditional content and methods to achieve objectives and goals of students.


2.
Follows designated and approved lesson plans(s) using appropriate techniques and aids.


3.
Participates in standing or ad hoc committee meetings relating to curriculum development, extra curricular activities and other school sponsored activities or programs as required.

3.
Evaluates students' progress in attaining goals and objectives. (Performed by all incumbents) 


1.
Establishes criteria and tests the students in order to measure each student's progress.


2.
Communicates students' progress to appropriate personnel according to established guidelines.


3.
Accurately records pertinent information in student's records as required.

4.
Requests and maintains supplies and equipment, and prepares required budget requests. (Performed by all incumbents)


1.
Submits correct supply and equipment budget requests as necessary and according to established guidelines.


2.
Performs and maintains classroom inventory according to established policies and procedures.


3.
Maintains an organized and proper supply of classroom instructional materials.


4.
Develops teaching methods and maintains management procedures and documentation. (Performed by all incumbents)

5.
Develops teaching methods and maintains management procedures and documentation. (Performed by all incumbents)


1.
Recommends appropriate changes to methods and procedures based on recurring experiences.


2.
Provides necessary reports and/or data to support proposed developments in procedures.


3.
Communicates concerns and issues clearly and effectively to others.


4.
Listens to concerns of others and gives appropriate feedback as necessary.

6.
Maintains program certification requirements. (Performed by all incumbents)


1.
Attends required number of hours of required training.


2.
Participates in education meetings, workshops, etc. as requested.


3.
Ensures certification meets all required organizational and accreditation policies and guidelines.


4.
Thoroughly conducts a self-study of the program's compliance with technical college, program and accreditation standards.

7.
Meets with students, staff members and other educators to discuss students' instructional programs and other issues impacting the progress of the students. (Performed by all incumbents)


1.
Advises students on course selection and other pertinent matters in a professional and effective manner.


2.
Actively participates in staff and faculty meetings as needed to discuss students' progress, problems and/or programs.


3.
Serves as academic advisor to students in the program areas.

8.
Assists with recruitment, retention and job placement efforts. (Performed by all incumbents) 


1.
Actively recruits students for classes by explaining training offered and prepares a master schedule for departmental class offerings.


2.
Prepares orientation for new students using effective materials while displaying a professional and courteous manner.


3.
Actively participates in retention efforts of the school.


4.
Offers job placement assistance to the students and follows through using established contacts.


5.
Ensures adequate and appropriate on-the-job training opportunities exist for each student.

9.
Ensures safety and security requirements are met in the training area. (Performed by all incumbents)


1.
Constructs training modules, tools, materials, supplies and equipment to comply with local requirement for safety and security needs and in accordance with State and Federal work safety standards.


2.
Ensures students are instructed in and follow all safety rules for operation equipment and using tools.


3.
Ensures classrooms and work areas are properly cleaned and maintained at all times.

4.
Maintains a secure training and work area that provides freedom of movement for students during the performance of work and training assignments and complies with the security requirements of the organization.

5.
Ensures work-related projects are successfully completed and that they meet industrial standards.

10.
Maintains knowledge of current trends and developments in the field by attending in-service training, workshops, seminars and conferences and by reading professional literature in the related vocational field. (Performed by all incumbents)

1.
Attends internal and external educational programs and professional meetings that meet the requirements for continuing education in the assigned specialty area.

2.
Reads professional literature and translates complex or technical information into a meaningful format that may be understood by others.

3.
Attends and successfully completes the number of hours for continuing education training at the scheduled intervals.



Minimum Qualifications:
A high school diploma or GED  and at least two years experience providing service in a setting relative to area of vacancy. 

Preferred Qualifications:
Preference will be given to applicants who, in addition to meeting the minimum qualifications, possess experience in planning, designing, and/or implementing adult training. 

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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