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  POSITION ANNOUNCEMENT

POSITION:  Interiors, Adjunct Instructor

POSITION DESCRIPTION:  Part-time position for Fall Semester 2016.  Under supervision of the Associate Dean of Public & Professional Services/Digital Media Technologies and the Dean of Business & Technical Studies, performs all aspects of instruction for the Interiors program.  Part-time position based on semester system.  The person in this position is responsible for providing instruction necessary to develop and sustain the Interiors program that prepares students with employable skills for business and industry. Classes will be taught at the Woodstock campus and online.
MINIMUM QUALIFICATIONS:   
Bachelor’s degree in Design or related field
PREFERRED QUALIFICATION:  
· Master’s Degree in related field 
· Experience in AutoCAD and/or Photoshop
· Experience with online instruction in a postsecondary setting; experience with ANGEL or other online learning management system

SALARY/BENEFITS:  Pay per course; there are no state benefits.  Please be aware that all Chattahoochee Technical College employees must be paid by DIRECT DEPOSIT unless exempted by the State Accounting Office based on “hardship” evidence provided by the employee. 

APPLICATION PROCEDURE:  APPLY ONLINE ONLY @ www.chattahoocheetech.edu and select “Contact Us” then “CTC Jobs.”  For a complete file, fill out an online application, upload cover letter, resume, unofficial transcripts, and include three professional references’ contact information.  Before a candidate is hired, a pre-employment criminal background investigation and employer/professional reference check will be conducted.  If conditional offer of employment is made, applicant may be subject to drug and/or alcohol testing appropriate to the position. Following screening, candidates may be asked to submit further documentation.  
RESPONSE DEADLINE:  Open until position is filled. Screening will begin immediately.
EMPLOYMENT POLICY: As set forth in its student catalog, Chattahoochee Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law). The following person(s) has been designated to handle inquiries regarding the non-discrimination policies: Chattahoochee Technical College Title IX Coordinator, Brannon Jones, 980 South Cobb Drive, Building C 1102B, Marietta, GA 30060, (770) 975-4023 or Brannon.Jones@chattahoocheetech.edu and Chattahoochee Technical College Section 504 Coordinator, Mary Frances Bernard, 980 South Cobb Drive, Building G1106, Marietta, GA 30060, (770) 528-4529, or maryfrances.bernard@chattahoocheetech.edu.
A Unit of the Technical College System of Georgia.
Job Description Follows:
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Job Description -- Adjunct Instructor

POSITION TITLE: DEPARTMENT: Adjunct Instructor, Academic Affairs

RESPONSIBLE TO: Associate Dean of Business, Computer, and Public Services 

JOB OBJECTIVES:  Part-time position. Under supervision of the Associate Dean of Public & Professional Services/Digital Media Technologies and the Dean of Business & Technical Studies, performs all aspects of instruction for the Interiors program.  Part-time position based on semester system.  The person in this position is responsible for providing instruction necessary to develop and sustain the Interiors program that prepares students with employable skills for business and industry.

  ESSENTIAL JOB FUNCTIONS:

1. Instruction of classes on the days and times scheduled.

2. Adjunct Instructor MUST deliver instruction of the college (TCSG) curriculum standards and competencies.
3. Providing each student at the beginning of the course with:

· a comprehensive syllabus, course goals & objectives

· all applicable policies and procedures

· schedule of examinations

· assignments 

· method for evaluating student performance

· grading system and how the final grade is determined

4. Prepare course materials.

5. Periodically examining and providing each student with a progress report related to meeting the objectives of the course.

6. Provide appropriate classroom management.

7. Maintain accurate attendance and grade records.

8. Reports grades to both the Chattahoochee Technical College as prescribed.  Enter final grades on BannerWeb and return hard copies of grades and attendance by the due date.
CRITICAL SKILL/EXPERTISE:
· Knowledge and expertise in the appropriate instructional area

· Provides a model for students to follow (Clear professional values and beliefs)

· Ability to relate on a professional level with students, staff, peers, and administration

· Ability to encourage

· Critical thinking skills

· Written and oral communication skills

· Knowledge of all policies and procedures of the institution

· Organizational and planning skills

· Understanding of and need for diversity

JOB STANDARDS: As defined by the Technical College System of Georgia Terms and Conditions of Employment.

EQUIPMENT/DATABASES/SOFTWARE: Computer, copier, facsimile machine, calculator, other program-specific equipment as required
