[image: image1.png]WEST
GEORGIA

TECHNICAL COLLEGE





Job Announcement
Position:
Instructional Coordinator 
Location: 

LaGrange Campus
Department:  
Academic Affairs
Reports to: 
Dean
FLSA Designation: 
Exempt; works minimum of 40 hours per week, Monday – Thursday – 11:00 a.m. – 10:00 p.m.
Nature of Duties: The primary responsibility of the Instructional Coordinator is to provide assistance to the Dean of School of Trade & Technology in the management of LaGrange campus instruction including support to both full and part time faculty.  The Instructional Coordinator will be responsible for leadership and supervision of evening programs in the absence of the Dean/ Associate Dean as well as collecting and maintaining associated classroom materials to include attendance rosters, grades and other instructional documentation supporting faculty.  Responsibility also includes assisting with recruitment and hiring of adjunct faculty and completing Faculty Qualification Review documentation.  The position conducts formal and informal classroom observations each semester, conducts semester adjunct orientations, routinely circulates throughout the classrooms and laboratories in order to ascertain the effectiveness of programs and instructors, attends instructional staff meetings as requested, assists in handling student concerns and issues, and performs other duties as assigned.  Position requires late evening hours and other flexible work hours based upon need. 
Minimum Qualifications:  (candidates must meet all minimum qualifications to be considered)
· Bachelor’s Degree from an accredited college or university *and* two (2) years related work experience 
· NOTE:  Experience may substitute for the degree on a year-for-year basis
· Valid Driver’s License
Preferred Qualifications
· Master’s Degree from an accredited college or university
· Minimum of three (3) years experience in post‐secondary education to include adjunct faculty recruiting
· Teaching Experience on the post‐Secondary Level
· Experience with Banner Software

· Strong computer, communication, and interpersonal skills
· Five years of recent supervisory experience
Benefits: Benefits include paid state holidays, vacation, retirement, personal and sick leave, and the State of Georgia Flexible Benefits Program. 

Method of Application: Interested candidates should apply through electronic application system at: WGTC Job Center. Unofficial transcripts, resume and proof of applicable certifications/licensures are required for consideration.

Note: Selected candidate must successfully complete a background check to include employment references, criminal history, and verification of employment.  

Employment Policy: The Technical College System of Georgia and West Georgia Technical College do not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, disabled veteran, veteran of the Vietnam Era, or citizenship status (except in those special circumstances permitted or mandated by law) in educational programs, activities, admissions or employment. All applicants will be considered; however, only selected applicants may be interviewed.

Approval of employment does not constitute a contract.  Continued employment is contingent upon job performance and funding.
