
POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS


SECTION I:  GENERAL INFORMATION

	Position Title:
ABE Site Coordinator
	 Department:
 Adult Basic Education

	Immediate Supervisor’s Position Title:
Manager of Glacial Lakes ABE Consortia
	FLSA Status: 
Non Exempt

	Job Summary:

The ABE Site Coordinator, under the direction of the Manager of the Glacial Lakes Consortia, performs specialized duties involving planning, promoting and implementing ABE programming; managing registrations and testing procedures; coordinates technology use within the department; and maintains student records and data.  



SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	· Plans, creates, promotes and implements Adult Basic Education programming.
a) Promotes and informs the public regarding ABE programming.

b) Plans and makes arrangements for monthly meetings of ABE and Building staff.  

c) Reports weekly attendance to Work Force
d) Is the contact person for ABE site programs; answers emails and phone calls.

e) Communicates with the public regarding ABE programming; prepares, creates and send correspondence.  

f) Supports GED testing information and referrals.  

g) Coordinates substitute coverage for staff.  

h) Leads ABE student orientation.

i) Creates forms as necessary while planning and communicating procedures.

· Manages the In-Take Registration process for ABE programming.

a) Interviews new students to determine needs and goals.

b) Assesses and assigns student to classes including ESL classes.  

· Facilitates the Pre and Post Testing

a) Organizes the ESL groups for testing each session.

b) Maintains student records, student progress information, and student certificates.

c) Facilitates testing, one-on-one, for beginning ESL students.

d) Facilitates teacher led classroom testing.

e) Assigns ESL classes based upon testing information and communicates class lists to instructors.

· Coordinates, manages and facilitates technology needs of the program and its students.

a) Monitors the computer lab including scheduling and assisting in lab when necessary.  

b) Communicates with technology department regarding maintenance needs and software upgrades.

c) Maintains the ABE webpage including posting new information, Facebook updates, and Consortium web support.  

d) Manages distance learning which includes, but is not limited to, Skills Tutor, Rosetta Stone, Northstar Digital Literacy, Key Train, Learner Web, Orientation of GED students with NDL, and MIRC.

· Maintains student data and records and creates appropriate reports based upon data for program use.  

a) Coordinates weekly and monthly attendance information for appropriate partners.  

b) Manages enrollment information including registration and keeping up-to-date waiting lists and class lists.  

c) Inputs student data into related systems; tracks student’s monthly hours; uses data to create reports for testing and follow-up.

· Participates in in-service training programs, as assigned.

·    Performs other related duties within the scope of the position as assigned or requested to contribute to the efficient operation of the Adult Basic Education Department and Willmar Public Schools. 





SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	REQUIRED EDUCATION/TRAINING

 (choose one)
	DEGREE INFORMATION:    

Type of degree: (B.S., M.A., etc.)

AA degree or the completion of a combination of district training programs, experience, and course work of an equivalent nature and level to perform the requirements of the work.

	
	less than high school diploma
	

	
	High school diploma or GED.
	Major field of study or degree emphasis:  
Adult development, human development, learning, behavioral management or a related area.
Office coursework preferred.

	
	1 year college
	X
	2 years college
	

	
	3 years college
	
	4 years college
	

	
	1st year graduate level
	Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:

· Knowledge of district policies, guidelines, rules or philosophy pertaining to discipline and appropriate student behavior and consequences.

· Basic understanding of school computer systems.
· Organization of resource materials and uses for various research databases.

· Internet search engines.

· Online information databases

· Basic office procedures, equipment and operations.



	
	2nd year graduate level     
	

	
	Doctorate level
	

	Required Work Experience in Addition to Formal Education/Training:

· Interpreting and translating English/Spanish preferred but not required.



	LICENSE/

CERTIFICATION
	Identify licenses/certification required upon hiring:  

none


	ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  


	
Skilled in:

· Applying and using word processing applications, basic spreadsheet and database applications.
· Applying judgment and discretion in carrying out department, program and/or building specific procedures, policies, operational routines pertaining to assigned areas of responsibility.
· Organizing, planning and making arrangements for conferences, meetings, training sessions, grade reporting procedures, special projects, staff meetings and the like.
· Implementing district operations pertaining to the preparation of purchase orders, the ordering of instructional materials, supplies and office equipment.
· Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.
· Implementing and maintaining departmental records, files, or lists.
· Customer service and human relation skills in assisting, dealing with and applying proper phone etiquette, judgment and discretion in provide and dealing with the staff, public and district personnel.
· Prioritizing job assignments and performing work assignments requiring attention to detail, precision and accuracy.
· Applying specialized district software applications used in the maintenance of department/building files and records.


	RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 



	
	Titles of Positions Directly Supervised
	# of Employees

	1
	ABE Support Paraprofessional
	1

	TOTAL
	


	INDIRECT SUPERVISION:

	Number of employees indirectly supervised:


	Total:           1



	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted.

	Unusual or hazardous working conditions related to performance of duties:

Work is performed in a typical school setting where the employee is exposed to minimal environmental or physical hazards or risks associated with performing the requirements of the job.  Employee may be subject to disagreeable human interactions and disagreements due do to the enforcement of rules and procedures.



	
PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	Employee is required to:
	Never
	1-33%

Occasionally
	34-66%

Frequently
	66-100%

Continuously

	Stand
	
	x
	
	

	Walk
	
	x
	
	

	Sit
	
	
	x
	

	Use hands dexterously (use fingers to handle, feel)
	
	
	x
	

	Reach with hands and arms
	
	
	x
	

	Climb or balance
	
	x
	
	

	Stoop/kneel/crouch or crawl
	
	x
	
	

	Talk or hear
	
	
	
	x

	Taste or smell
	x
	
	
	

	Physical (Lift & carry):                                               up to 10 pounds
	
	
	
	x

	up to 25 pounds
	
	x
	
	

	up to 50 pounds
	x
	
	
	

	up to 75 pounds
	x
	
	
	

	up to 100 pounds
	x
	
	
	

	more than 100 pounds
	x
	
	
	


	
PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	Physical requirements associated with the position can be best summarized as follows:


Light Work: 

Exerting up to 25 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or negligible amount of force constantly to lift, carry, push, and pull or otherwise move objects in the performance of the job.




SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________

____________________

Department Head’s Signature







                              

Date

Classification History

Description Created October 2015  
  Date Board Adopted:__________________
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