CTE
JOB DESCRIPTION

JOB TITLE:


Education Coordinator
DEPARTMENT:

Education and Youth

REPORTS TO:

Director

Position Concept:

Responsible for coordination and planning of the multidiscipline academic activities and programs for the After School and Summer Programs associated with CTE’s Education and Youth Component.
Essential Functions/Responsibilities:
Develop and implement all educational activities that involve grades K-12

This involves: 

· After school programming

· Technology programs

· Reading programs sponsored by the South End Branch of the Ferguson Library

· Sound Waters (K- 12)

· Creative Expressions Programs

· Scholarship recruitment for high school students 
Manage program outcomes through pre and post test, report cards, progress notes and weekly case notes

· Creating an academic curriculum by training and collaborating with teachers, counselors and volunteers.

· Manage a systematic review of each student’s attendance and academic progress.

Facilitate group sessions to address truancy issues, self-esteem issues and positive life choices.
Engaging students in positive and creative activities at CTE.

Case management with teachers and other support staff.

Ability to coordinate meetings with teachers from our “feeder” schools to discuss student progress and ways to engage families.

Ability to develop appropriate lesson plans that provide for effective strategies.
Creates a classroom environment conducive to learning by employing a variety of appropriate teaching strategies.

Recognizes learning problems and makes referrals as appropriate.

Maintains appropriate work habits, including regular and punctual attendance and appropriate use of staff meetings, parent meetings, and planning time.

Works cooperatively with parents to strengthen the educational program for their children.

Principal Accountabilities:

Complete assessments and develop success oriented plans for all students enrolled in both after school and summer programs.
Collaborate with schools in CMT Training
Administering and selecting Pre-Post Tests for all affected students.
Collaborate with other community providers for continuity of care. 
Qualifications:

BS/BA Degree in education, Masters preferred; at least 1-2 years of experience that is directly related to the duties and responsibilities specified.

Excellent Computer Skills

Skill in preparing instructional aids and plans.

Ability to communicate effectively, both orally and in writing.

Special Notations/Terms & Conditions
Full Time

Exempt
Valid Drivers License
Some travel required

Overtime and weekend work will be required
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