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The Academy for Urban Scholars


	Title
	Program Coordinator/Assistant Educational Director

	Department(s)
	Education Services

	Reports to
	AUS Principal



The Academy for Urban Scholars is a high school designed to bridge the gap between traditional and non-traditional learning environments for students 14-22.  We have discovered that non-traditional teaching, coupled with care and flexibility are the only ingredients necessary to help our students achieve success.
General Position Overview: Plan, direct, and coordinate the academic or auxiliary activities of the School evening school/educational centers. 

Summary of Essential Core Job Functions
· Enforce discipline and attendance rules.
· Confer with parents and staff to discuss educational activities, policies, and student behavioral or learning problems.
· Observe teaching methods and examine learning materials to evaluate and standardize curricula and teaching techniques, and to determine areas where improvement is needed.
· Collaborate with teachers to develop and maintain curriculum standards; develop mission statements, and set performance goals and objectives.
· Evaluate primary and supplemental staff.
· Evaluate curricula, teaching methods, and programs to determine their effectiveness, efficiency, and utilization, and to ensure that school activities comply with federal, state, and local regulations.
· Counsel and provide guidance to students regarding personal, academic, vocational, or behavioral issues.
· Establish, coordinate, and oversee particular programs across school districts, such as programs to evaluate student academic achievement.
· Set educational standards and goals, and help establish policies and procedures to carry them out.
· Plan and lead professional development activities for teachers, administrators, and support staff.
· . Develop partnerships with businesses, communities, and other organizations to help meet identified educational needs and to provide school-to-work programs

Skills Requirements
	

	

	

	Active Listening — Giving full attention to what other people is saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

	Reading Comprehension — Understanding written sentences and paragraphs in work related documents.

	Speaking — Talking to others to convey information effectively.

	Critical Thinking — Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.

	Writing — Communicating effectively in writing as appropriate for the needs of the audience.

	Judgment and Decision Making — Considering the relative costs and benefits of potential actions to choose the most appropriate one.

	Learning Strategies — Selecting and using training/instructional methods and procedures appropriate for the situation when learning or teaching new things.

	Social Perceptiveness — Being aware of others' reactions and understanding why they react as they do.

	Complex Problem Solving — Identifying complex problems and reviewing related information to develop and evaluate options and implement solutions.

	Coordination — Adjusting actions in relation to others' actions.

	

	

	

	

	

	

	


Abilities Required
	Oral Comprehension — The ability to listen to and understand information and ideas presented through spoken words and sentences.

	Oral Expression — The ability to communicate information and ideas in speaking so others will understand.

	Deductive Reasoning — The ability to apply general rules to specific problems to produce answers that make sense.

	Problem Sensitivity — The ability to tell when something is wrong or is likely to go wrong. It may require solving the problem, not only just recognizing there is a problem.

	

	Inductive Reasoning — The ability to combine pieces of information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events).

	Speech Clarity — The ability to speak clearly so others can understand you.

	Written Comprehension — The ability to read and understand information and ideas presented in writing.

	Fluency of Ideas — The ability to come up with a number of ideas about a topic (the number of ideas is important, not their quality, correctness, or creativity).

	

	

Work Activity 

	Communicating with Supervisors, Peers, or Subordinates — Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.

	Establishing and Maintaining Interpersonal Relationships — Developing constructive and cooperative working relationships with others, and maintaining them over time.

	Making Decisions and Solving Problems — Analyzing information and evaluating results to choose the best solution and solve problems.

	Developing and Building Teams — Encouraging and building mutual trust, respect, and cooperation among team members.

	Guiding, Directing, and Motivating Subordinates — Providing guidance and direction to subordinates, including setting performance standards and monitoring performance.

	Communicating with Persons Outside Organization — Communicating with people outside the organization, representing the organization to customers, the public, government, and other external sources. This information can be exchanged in person, in writing, or by telephone or e-mail.

	Getting Information — Observing, receiving, and otherwise obtaining information from all relevant sources.

	Organizing, Planning, and Prioritizing Work — Developing specific goals and plans to prioritize, organize, and accomplish your work.

	Coaching and Developing Others — Identifying the developmental needs of others and coaching, mentoring, or otherwise helping others to improve their knowledge or skills.

	Judging the Qualities of Things, Services, or People — Assessing the value, importance, or quality of things or people.





	

	

	

	

	

	

	



 Education Requirements
Require a four-year bachelor's degree in related field/core subject and HQT certified. Master’s degree preferred.

Disclaimer
The above statements are intended to describe the general nature and level of work being performed.  They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. All personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed.
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