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CoastPines

TECHNICAL COLLEGE





POSITION: Adult Education Paraprofessional 


Status:   Part-time/Non-exempt
Location:   Ware County (Waycross, GA)
MINIMUM QUALIFICATIONS:

A minimum of a high school diploma or GED equivalent is required. 

PREFERRED QUALIFICATIONS:

· A minimum of two years of work experience within the past seven years.

· Internet, Microsoft Word, and Microsoft Excel experience.
· Available to work both day and evening hours.
· Preference is given to those with prior experience in Adult Education or a closely related field.

Under the direct supervision of the Adult Education Instructor, the paraprofessional assists students in the Adult Education classroom. The paraprofessional provides remedial instruction in the academic areas (reading, writing, English and math) for adult students and provides administrative support to the Adult Education Instructor.  
RESPONSIBILITIES:

1. Assisting students using a variety of instructional delivery methods, including individual and group instruction; 
2. Assisting instructors with recruitment activities and student activities; 
3. Conducting orientation and assessment of new students; 
4. Attending training activities required by TCSG and CPTC; and 
5. Assisting in the management of the GALIS record keeping system.
TECHNICAL COMPETENCIES

· Ability to demonstrate excellent written and verbal communication and math skills.

· Ability to utilize basic computer software to assist students.

· Ability to work well in a fast-paced environment and help maintain a positive classroom climate.

· Ability to meet deadlines for required reports.

· Ability to communicate effectively with persons from diverse backgrounds and to work effectively with fellow employees and with other agencies in the service delivery area.

APPLICATION DEADLINE:

Initial screening/interviews will begin as needed.
SALARY:

$12.00 per hour.  Schedule will include 19 hours per week. This is a part-time position with no benefits.
APPLICATION PROCESS:

Interested applicants should apply via the online Job Center at CPTC ONLINE JOB CENTER.  A letter of interest with resume and copies of transcripts must be uploaded with the application. A criminal background check and a driver’s motor history report will be conducted prior to employment. Official transcripts are required upon hire.

Coastal Pines Technical College (CPTC) does not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law). The following persons have been designated to coordinate the College’s implementation of non-discrimination policies: Katrina Howard, Title IX Coordinator, Jesup Campus, 1777 West Cherry Street, Jesup, Georgia, khoward@coastalpines.edu , 912.427.5876; Emily Harris, Title IX Coordinator, Waycross Campus, 1701 Carswell Avenue, Waycross, Georgia, eharris@coastalpines.edu, 912.287.4098; Katie Rutland ADA/Section 504 Coordinator, All Campuses, 3700 Glynco Parkway, Brunswick, Georgia,krutland@coastalpines.edu, 912.262.9995.

