NORTHEAST ALABAMA COMMUNITY COLLEGE

Rainsville, Alabama

Job Description

Job Title:
Adjunct Instructor – Non-Credit Program
Function:
The adjunct instructor teaches to fulfill the objectives of the program. The instructor is responsible to the Director of Workforce Development under the daily guidance of the Skills Training Coordinator. He/she complies with all policies of the State Board of Education, Alabama Department of Postsecondary Education, and Northeast Alabama Community College. 
Duties and Responsibilities:

· Teaches assigned courses in accordance with course syllabi and schedule
· Evaluates students’ written assignments and tests

· Computes grades for each student according to established policy

· Assists with recruiting and promotion of the program

· Assists with maintenance of classrooms, labs, and lab equipment

· Completes required reporting and documentation, including assessment of learning outcomes, grade reports, attendance verifications, etc. 

· Other duties as assigned by administration. 

Required Knowledge, Skills and Abilities:

· Knowledge and understanding of course content
· Knowledge of established policies and procedures of the college and department

· Skill in written and oral communication
· Ability to present instructional material in an understandable manner

Minimum Required Education, Training, and/or Experience:

· Documented education and experience in the field of study

Supervisory Responsibility:

· None
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