TITLE:  DIRECTOR OF ADULT EDUCATION
QUALIFICATIONS
1. Idaho Administrative Certificate endorsed for Principal or eligibility for same preferred
2. Minimum experience determined by the Board

3. Leadership skills in the areas of adult school operations, curriculum development, program evaluation, school business procedures, student registration, staff development, and school improvement
4. Strong leadership and organizational skills
5. Strong interpersonal and communication skills

6. Able to work under pressure and deadlines
7. Maintain confidentiality of staff and students
PRIMARY RESPONSIBILITY TO
Assistant Superintendent and Superintendent
JOB SUMMARY

To provide leadership and managerial oversight to the adult school’s instructional program and school operations to ensure a school climate that fosters the educational development of each enrollee.
MAJOR DUTIES AND RESPONSIBILITIES
Adult Education Leadership

1. Assume responsibility for the management of the adult education programs in accordance with federal and state law, administrative rules, and Board policy 
2. Exercise leadership in school-level planning for improvement of adult education operations and instruction  

3. Maintain high standards of student conduct and enforce discipline as necessary in accordance with Board policy and due process rights 
4. Assist in the selection of appropriate instructional materials and monitor the delivery of the instructional program 
5. Participate in the development, evaluation, and revision of the adult education program curriculums and assume responsibility for the implementation of approved programs   
6. Plan, organize, and supervise all curricular and extracurricular activities for students  
7. Participate in the planning and delivery of intervention and referral services for students who are having difficulty in their classes 
8. Act as a liaison between the adult education program and community and encourage broad community participation in the affairs of the school  

9. Communicate information to adult school students and the community as required by federal and state law, administrative rules, and Board policy 
10. Attend special events held to recognize student achievement and other activities and functions 
Data-collecting, Budgeting, and Records

1. Collect data for statistical analysis and reports   
2. Prepare reports for submission to the superintendent, the School Board, and the community  

3. Prepare and submit the adult education program’s budget requests and monitor the expenditure of funds 
4. Ensure the safekeeping of student and personnel files and other confidential records and documents as required   
5. Ensure the destruction of public records in accordance with federal and state law, administrative rules, and Board policy 
6. Prepare or supervise the preparation of all records, reports, and other paperwork required or appropriate to the school's administration 
7. Ensure the proper collection, safekeeping, and accounting of any fees and activity funds 
Supervision of Staff and Operations

1. Interview, recommend for appointment, assign, supervise, and evaluate the performance of all adult education employees and assist them in achievement of their job goals 
2. Conduct periodic observations of teaching staff members, prepare written comments, and offer constructive suggestions for improvement when appropriate 
3. Establish and maintain an efficient office system to support the administrative adult education functions 
4. Approve the program’s master teaching schedule and location assignments 
5. Plan and supervise fire and other emergency drills as required by federal and state law, administrative rules, and Board policy 
6. Conduct staff meetings as necessary for the proper functioning of the program 
7. Plan and supervise orientation sessions and conferences between adult school enrollees and teachers, mediate and resolve disputes, and make arrangements for special conferences as necessary 
Other

1. Work cooperatively with law enforcement authorities in maintaining a safe and drug-free school environment 
2. Keep the superintendent informed of adult education program activities and needs, and work cooperatively with the central office staff on matters relating to the district 
3. Assume responsibility for his or her continuing professional growth and development by attendance at professional meetings, membership in professional organizations, enrollment in advanced courses, and by reading professional journals and other publications 
4. Perform other duties as assigned 
EVALUATION
Performance of this position will be evaluated annually by the assistant superintendent and/or superintendent in conformance with federal and state law, administrative rules, and Board policy 
TERMS OF EMPLOYMENT
Employment contract as determined by the Board
NOTE
All certificated and non-certificated employees and other individuals are required to undergo a criminal history check and submit to fingerprinting.  Any applicant convicted of any of the felony crimes enumerated in Section 33-1208, Idaho Code may not be hired, and any applicant convicted of any felony offense listed in Section 33-1208(2), Idaho Code shall not be hired.

Legal Reference:
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