JOB DESCRIPTION


Director of Community Education

PREFERRED QUALIFICATIONS:

•
Teaching certificate with a minimum of three years of teaching experience

Master's Degree in Community Education, Community Leadership, Educational Administration or related field.

•
Demonstrated knowledge and skills in instructional and personnel management, human relations, communications, and leadership

•
Experience as an administrator of an educational institution or program which included duties and qualifications consistent with the job description herein.

REPORTS TO: 
Director of Community Services

SUPERVISES:
Community Education employees including: adult education supervisor,


coordinators, facilitators, teachers, paraprofessionals, clerical support and


secretaries.

CONTRACT PERIOD:
52 weeks with appropriate vacation

SUMMARY:

Directs the Community Education Program including: adult education, adult and student enrichment, GED, ESL, high school completion, preschool, summer school, and senior citizen groups. Develops and supervises programs, manages staff, ensures a balanced budget‑and assesses community needs. Time commitment must be flexible to include morning, afternoon and evening hours on a varied schedule.

PERFORMANCE:

Leadership:

•
Develop, supervise and administer a comprehensive Community Education Program. Provide overall planning and direction for the operations, budget and staffing

•
Design, administer and evaluate all Community Education Programs to ensure that they meet community needs

•
Develop a cooperative relationship between all administrators, faculty, and support staff which will allow meaningful development and promotion of programs and the community education concept

•
Work collaboratively with other district administrators/staff towards successful achievement of district goals

•
Represent the school district by participating in activities and professional organizations directed toward furthering the community education concept at local, state, and national levels

Develop and implement marketing strategies for community education programs and services


Work collaboratively with community education staff to develop evaluation tools to access "customer

satisfaction" with community education programs and to identify target improvement areas and strategies to be used

•
Provide information and recommendations to the Director of Community Services regarding future needs of community education. Design, administer, arid evaluate programs to meet those needs.

•
Serve as advocate for community education programs to local, state and federal decision‑makers and


legislators


Develop partnerships and collaborative relationships with human service agencies and educational


institutions which provide additional services to local families and community members

•
Serve as chairperson to the Community Education Advisory Council
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 Administration:

· Oversee concise and timely completion of all reports required by the school district and by various state and ​local agencies or institutions 

· Erasure compliance with all federal/state laws and labor contracts (where appropriate) relative to personnel

· Supervise and support the Preschool Program 

· Supervise and support the before and after school C.A.R.E. Program

· Develop and administer annual community education budget and monitor receipt and expenditure of funds 

· Monitor child care licensing process to ensure compliance with all requirements of the Michigan Department of Social Services

· Coordinate and administer effective and efficient use of district's physical facilities for community use.

· Negotiate leases with tenants, establish and interpret policies and procedures for facilities use, determine and approve building use

· Make policy recommendations to the Director of Community Services relative to community education programs and school/community use of facilities. 

· Attend appropriate district, regional, and state meetings relative to improvement of district and community education program, including school board meetings, administrative meetings, etc.

· Coordinate public relations activities to inform community members about all community education activities and programs, including press releases, brochures, parent and student handbooks, website information, etc.

· Supervise the granting and distribution of certificates and diplomas to student successfully fulfilling the requirements

 Personnel:

· Recruit, hire, train, supervise and evaluate qualified staff according to district and state guidelines

· Create positive climate and work environment for community education staff and develop opportunities for staff recognition

· Assess staff development needs and provide appropriate professional training

· Recruit, train and evaluate all community education volunteers

Curriculum:

· Conduct continual assessment and curricular review of Adult Education and Preschool Programs

· Provide instructional leadership to ensure that the Preschool Program is responsive to preschool students and parents, and complies with state requirements

· Provide instructional leadership to ensure that Adult Education Programs ate responsive to needs of adult learners and comply with all state and federal requirements

 General:

· Identify funding opportunities to generate federal, state, or private financial support and direct program efforts to obtain supplemental funding for community education

· Maintain current knowledge relative to state and federal legislation and its potential impact upon district and Community Education Program 

· Provide periodic reports to the Board of Education regarding the status and accomplishments of programs 

· Perform other duties as assigned by the Director of Community Services

Lead Teacher

Requirements:

A.
Education‑Bachelor's Degree in Education or related field.

B. Experience and/or passion for working with students and experience and knowledge of community resources.

C.
Knowledge ‑ Knowledge of and/or willingness to learn current educational practices, such as project based learning and ability to effectively implement same. Knowledge and understanding of the needs and issues related to the student population served.

Responsibilities:

· Develop, monitor, and maintain a balance of activities in the focus areas of the project: Academic Success, Technology, Personal Growth, Arts and Culture, and Career Exploration. 

· Provide positive leadership and supervision to site staff which may include interns, field experience students, and volunteers.

· Participate in project staff meetings and conduct regular meetings with site staff.

· Recommend programs and services provided by community organizations to Project director.

· Recommend programs and services that can be offered to the community

· Meet with project evaluator on a quarterly basis, or as requested, to assess progress toward meeting program objectives

· Develop reports and or provide information required by the Project Director 

· Act as a liaison between after‑school program, school‑day staff, and community organizations

· Participate in meetings with school staff to plan integrated activities.

· Supervise the site during hours of operation, 

· Assist in the recruitment of students, staff, community members and volunteers for tutoring, homework help, and program activities

· Monitor materials 

· Maintain attendance and other records, as needed.

· Participate in and facilitate staff in-service activities.

Reports to

Director of 21st Program

Building Principals

