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 North Point Educational Service Center
Job Expectations

TITLE
Instructional Specialist
REPORTS TO
Site Administrator/Program Coordinator
EMPLOYMENT STATUS
Full Time (9 month)
GENERAL DESCRIPTION
Assist the students in developing both appropriate behavior skills as well as appropriate academic skills.

FLSA STATUS
Exempt

QUALIFICATIONS
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


Education and/or 
•
B.A. or B.S. Degree in Education or higher

Experience


Certificates, Licenses, 
•
Appropriate state of Ohio teaching certificate/license


Registrations
•
Valid driver's license

Additional
•
Successfully pass a B.C.I. and F.B.I. background check


•
Good health, high moral character, and good attendance record



•
Language Skills.  Ability to read, analyze, and interpret general  periodicals, professional journals, technical procedures, or governmental regulations; ability to write reports, business correspondence, and procedure manuals; ability to effectively present information and respond to questions from groups of administrators, staff,  and the general public



•
Mathematical Skills.  Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry; ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations



•
Reasoning Ability.  Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists; ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form



•
Other Skills and Abilities.  Ability to apply knowledge of current research and theory to instructional program; ability to plan and implement lessons based on division and school objectives and the needs and abilities of students to whom assigned; ability to establish and maintain effective relationships with students, peers, and parents; skill in oral and written communication



•
Demonstrate a sincere desire to aid all students

ESSENTIAL
1.
Provide proper planning and effective instruction to students .

FUNCTIONS




2.
Provide academic intervention to students with deficits.

3.
Develop educational programs for short-term and long-term placement of students in ALEC and Juvenile Detention Center/Correction Facility.


4.
Use appropriate student assessments for evaluation.


5.
Maintain discipline and safety of classroom and building.


6.
Maintain rules of program.


7.
Assist counselor with implementation of mental health program if applicable.


8.
Establish and maintain a working relationship with teachers, staff, and home school personnel of referring school.


9.
Maintain frequent and effective communication with home schools.


10.
Assist with course of study development.


11.
Supervise intake of assigned students into program, if applicable.


12.
Maintain accurate educational, behavioral, and attendance records.


13.
Maintain forms and records.


14.
Attend to additional duties and responsibilities as assigned.

PROFESSIONALLY
1.
Take part in professional growth activities.  (e.g., inservice meetings, course 

RELATED

work, seminars, conferences, etc.)


2.
Demonstrate ability to work with colleagues and strive to maintain good relations among peers.


3.
Perform necessary clerical responsibilities in a timely manner.


4.
Maintain a good attendance record; be prompt and punctual to the work site.


5.
Demonstrate ability to work well independently with little or no guidance.


6.
Adhere to the Center's policies and procedures.  Proper channels are followed in seeking answers to problems.


7.
Open to new ideas and new ways of doing things.


8.
Serve as a role model for students in how to conduct themselves as citizens and as responsible, intelligent human beings.


9.
Help instill in students the belief in and practice of ethical principles and democratic values.

ADDITIONAL

Physical Demands:  The physical demands described here are representative of 

WORKING

those that must be met by an employee to successfully perform the essential 

CONDITIONS

functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


•
While performing the duties of this job, the employee is frequently required to stand and talk or hear and sometimes walk and sit.  Occasionally the employee will bend or twist at the neck more than the average person.  While performing the duties of this job, the employee may occasionally push of lift up to 50 lbs. such as boxes of books and AV/VCR carts.  The employee is directly responsible for the safety, well-being, or work output of other people.


Work Environment:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


•
The noise level in the work environment is quiet to moderate.  There may be:



1.
Occasional exposure to blood, bodily fluids, and tissue.



2.
Occasional exposure to unruly students/adults.

3. Occasional operation of a vehicle inclement weather.



NOTE:  The above lists are not ranked in order of importance.

These job expectations are subject to change and in no manner state simply that these are the only duties and responsibilities to be performed by the incumbent.  The incumbent will be required to follow the instructions and perform the duties required by the incumbent’s supervisor/appointing authority.
EVALUATION

Performance of this job will be evaluated in accordance with the provisions of the Board's policy.

My signature below signifies that I have reviewed the contents of my job expectations and that I am aware of the requirements of my position. 

Reviewed and agreed to by:  




  Date:  








                  (Employee)
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