
ENGLISH LANGUAGE ACQUISITION CIVICS EDUCATION 

COORDINATOR  
Hammond Area Campus 

 

Job Announcement 

 

Northshore Technical Community College is accepting applications for a full-time, Grant funded, unclassified 

position domiciled in Hammond Area Campus, travels to St. Tammany and Tangipahoa Parishes, with potential 

travel to all NTCC service areas.          INTERNAL CANDIDATE PREFERRED  

 

Applications will be accepted until position is filled, with preference being given to those received on or 

before July 25, 2019. 

 

All applicants are subject to a background check, in accordance with NTCC Policy HR-020, a criminal 

history check will be conducted on all new hires.  NTCC participates in the federal E-Verify system for 

identification and employment eligibility purposes. 

 

To apply please submit:  (1) a letter of application, (2) a resume and (3) official transcript to: 

 

Attention: Hiring Manager  

Northshore Technical Community College 

65556 Centerpoint Boulevard 

Lacombe, LA 70445 

Telephone number: 985-545-1262  

Email: resumes@northshorecollege.edu 

 

 

JOB SUMMARY: 

To serve as programmatic coordinator in ELA/Civics education and to implement a program of instruction for 

students who lack competence in reading, writing, speaking, problem solving, computation, computer literacy, or 

transition skills at a level necessary to function in society, on a job, or in a family. Implement a civics component 

into all instruction. Works with Director to develop, plan, and implement curriculum and educational programs for 

adult students. 

RESPONSIBILITIES:  

Programmatic Coordination (60%) 

 Works with the administration to assure the program meets or exceeds state standards. 

 Responsible for ELA/Civics Education course curriculum and schedule 

 Creates or upholds course standards and creates course lessons for each location 

 In conjunction with the Director, assesses course and instructional quality 

 Creates and maintains teacher resources and teacher collaboration 

 Creates/finds professional development on CCR topics & instruction 

 Builds recruitment targets and coordinates with the Director to accomplish these goals. 

 Develops enrollment goals for the ELA/Civics Program 

 Works collaboratively with instructors to ensure that services are properly distributed at all 

instructional sites 

 Works to train new ESL instructors 

 Builds and maintains community partnerships; attends meetings and conferences. 

mailto:resumes@northshorecollege.edu


 Liaisons with outside agencies regarding student referral 

 Represent NTCC at community outreach events; represent Adult Education at NTCC 

events/meetings 

 Assesses if adjunct staff are needed; participate in interviews and helps decide on new adjunct staff 

 Trains new hires on teaching practices in ELA/Civics 

 Responsible for disability services for ELA/Civics students 

 Responsible for ELA/Civics new student registration 

 Responsible for ELA/Civics new student testing & orientation 

 Responsible for ELA/Civics data entry  

 Other duties as assigned 

Instructional (40%) 

 Responsible for teaching ELA/Civics courses (as assigned) using instructional methods geared 

toward the adult learner in a classroom setting. Plan lessons and curriculum based on the learning 

needs of culturally diverse and multi-skill level students which prepare students to pass high school 

equivalency tests, gain citizenship and/or enhance basic education and employability skills. 

Incorporate Integrated Education and Training program into instruction. Delivers whole group, small 

group and individualized instruction to students. Uses a variety of instructional methods, materials, 

and techniques. 

 Implements procedures and program retention activities to assure attendance. Assures that students 

get the wrap around services needed to be completers. 

 Follows all policy set forth by administration to measure and document student educational gains, 

attendance, and attainment of goals. Keep daily attendance records and progress reports. Maintains 

accurate, complete, and up-to-date records. 

 Participates in all local and state professional development activities that are developed and 

recommended by NTCC administration. Attend all staff meetings and in-service workshops. 

 Uses available technology in classroom instruction 

 Adheres to regulation set forth regarding confidentiality of student records 

 Monitor participants' needs in order to remediate educational deficiencies. 

 Assures that students who qualify are pre and post tested as needed. Assess program students using 

the proper tests dictated by Adult Education Program policy. 

 Create a classroom environment that is conducive to learning and appropriate to the maturity and 

interest of the students. 

 Responsible for effective classroom management that enhances student learning 

 Maintain clean and professional classroom environment. 

 Performs other duties as assigned 

 

Qualifications:  

Bachelor’s degree in the field of education or a bachelor’s degree and 3 years’ experience in education. One year 

experience in ESL 

 
SPECIAL SKILLS AND ABILITIES:  

1. Skills/Knowledge/Abilities: Maintaining an established work schedule, including evenings.  Effectively using 

interpersonal and communications skills, including the use of tact and diplomacy. Effectively using organizational and 

planning skills with attention to detail and follow through. Making individual and group presentations, conducting 

workshops and providing training. Developing curriculum, training materials, and learning activities.  Working 

collaboratively. Maintaining confidentiality of work related information and materials.  Establishing and maintaining 

effective working relationships.  Knowledge of ELA/Civics programs, classes, and requirements. 

2. Equipment Used: Personal Computer and other equipment associated with a general office environment (copier, 

telephone, fax, etc.)  

3. Software Used: A variety of word-processing, spreadsheet, database, e-mail, and presentation software.  



 

PHYSICAL REQUIREMENTS:  

The physical demands described here are representative of those that must be met by an employee to successfully perform 

the essential functions of this job. While performing the duties of this Job, the employee is regularly required to sit; use 

hands to handle or feel and talk or hear. The employee is frequently required to reach with hands and arms. The employee 

is occasionally required to stand; walk and stoop, kneel, crouch, or crawl. The employee must frequently lift and/or move 

up to 10 pounds and occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include 

close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.  

INTERPERSONAL SKILLS:  

Alternative or combined skills in understanding, counseling, and/or influencing people are important in achieving job 

objectives, causing action, understanding others, or changing behavior; and, skills of persuasiveness or assertiveness, as 

well as sensitivity to the point of view of others.  

WORKING CONDITIONS:  

The work environment characteristics described here are representative of those an employee encounters while performing 

the essential functions of this job. The noise level in the work environment is usually moderate 

 

 

Northshore Technical Community College is an Equal Opportunity Employer 
In compliance with Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, and Section 504 of the Rehabilitation Act of 1973, this 

Educational Agency upholds the following policy: Northshore Technical Community College campuses assure equal opportunity for all qualified persons without 
regard to race, religion, sex, national origin, age, handicap, marital status or veteran's status in admission to, participation in, or employment in the program and 

activities of this system. Each campus welcomes handicapped individuals and has made buildings accessible to them. 


