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                                                                     Job Description






Title of Position


Immediate Supervisor


Salary Range
               Adult Educator Coordinator          Literacy Director

       CD II

  Adult Education Coordinator

As Adult Education Coordinator, this position requires the Coordinator to work in partnership with individuals and their families to develop specific education needs that will help lead them to improving family member literacy skills and educational achievement. The Coordinator manages, provides, and oversees adult education services (ABE, GED, Workplace literacy skills, driver’s education) for participants in the Family Literacy program, and others in need of these services.  

Responsibilities include:

1. Oversee, schedule, manage and/or provide group and individualized educational sessions and other related services to participants.  Coordinate adult education services with the CSIU and other pertinent agencies, as needed.  This includes:

· Skill assessment (individualized) as defined by grant specifications

· Identification and implementation of group and individualized educational curriculums that meets participant needs for job search/readiness, self-sufficiency skills and grant requirements.

· Manage the education class schedule, to include group, individualized, home visits, and sessions in the day and evening.

2. Work with the Literacy Director to coordinate and/or provide Family Literacy Adult Education Services for participants and their families.  Services include educational assessment, group and individualized instruction in basic adult education, workplace literacy, GED, computer literacy, driver’s education and special projects (field trips, activities, etc…).

3. Work cooperatively with the Parent Education Coordinator, Child Services Coordinator, and FLT director as a member of the FLT Program Management Team:  management decisions are made and carried out through a teamwork process.  Work with these staff to provide a coordinated curriculum and schedule among the adult, child, and parenting components.

4. Provide educational resource support for USCAA services in conjunction with the Parent Education Coordinator:

· Develop and maintain a Family Literacy education resources library

· Identify and make linkages to available resources (i.e. interpreters, university education interns, training opportunities, volunteer tutors, etc…), as needed

· Assist in coordinating and/or providing training and support for AmeriCorps education service members and host sites, in conjunction with Family Literacy and AmeriCorps staff.

5. Work with the FLT Education team to refine, coordinate, and manage education services for Family Literacy Program.

6. Attend appropriate training as needed and directed.

7. Develop and maintain an adult education procedures manual.

Other responsibilities:

1. Maintain required records and files, in accordance with grant requirements and OHR written procedures.

2. Supervise, analyze, and refine program goals and objectives.

3. Serve as a liaison for USCAA with other agencies providing component related activities, and represent the USCAA on appropriate committees and service delivery arrangements.

4. Prepare all necessary component reports and assist in the preparation of appropriate grant applications, budgets, and revisions.

5. Coordinate the development and implementation of new USCAA component related programs/activities.

6. Uphold USCAA confidentiality policies, Code of Ethics, teamwork policies, Personnel Policy, and any other applicable policies.

7. Resolve conflicts and concerns in accordance with the Personnel Policy Employee Relations.

8. Other related duties, as assigned by the Literacy Director and/or the Executive Director.
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