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Administrative/Human Resources Office:

614 W. National Ave.,
Milwaukee, WI 53204

414-384-3700 ext. 225
www.spanishcenter-milw.org
JOB ANNOUNCEMENT
Job Title:
Instructor-English as a Second Language (ESL)
Department:
Adult Learning & Workforce Solutions    Location:  1615 S. 22nd Street, 3rd floor
Job Status:
Part time, Non-exempt
Schedule:
3-5 mornings per week and/or 2-3 evenings per week
Percent:
.25-.75 FTE
Open Date:
9/7/2012
Closing Date:
until position is filled
Description of Program:
The Adult Learning & Workforce Solutions is a program that provides classes for adult learners in ESL, adult basic education and general education development (GED) diploma supported with computer, health and other literacy development.
Position Summary:

As part of the Adult Learning & Workforce Solutions program, this position is primarily responsible for providing quality instruction in English as Second Language (ESL) and supportive literacies.
Major Responsibilities and Duties (key performance objectives):
· Teach designated curriculum, as assigned, in English as a Second Language.

· Apply appropriate teaching strategies and classroom management skills in small and large group instruction.
· Maintain accurate attendance records and requested reports.
· Coordinate with Director and staff on curriculum changes and implementation.

· Participate in staff meetings and ongoing professional development.
· Evaluate student work, copy and prepare materials.

· Provide additional assistance as assigned by the Director.

Knowledge, Skills and Abilities:

Education/Training:

Must meet one of the following two options, from an accredited institution:

1.  A BA/BS or higher degree with a major in ONE of the following:  ESL, TEFL, VESL, TESL, Applied Linguistics, Bilingual Education or Foreign Language Instruction 

2.  BA/BS or higher degree with a combination of 20 semester credits in the following areas:  ESL, TEFL, VESL, TESL, Applied Linguistics, Bilingual Education, Foreign Language Instruction PLUS 10 semester credits in TEFL or TESL.


Experience:

Experience in teaching or tutoring adult learners.
Demonstrated ability to work with diverse populations.
Physical Requirements:
Ability to operate office machines (bending, reaching, lifting up to 25 lbs.), sit or stand for long periods of time.
Driving Requirements:
Ability to participate in local and regional professional development.
Required Application Documents:
Completed application materials include a resume and cover letter and must be submitted by via email to: Kay MacKenzie at kmackenzie@spanishcenter-milw.org.  No phone calls.
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