
Workforce Health Sciences 9-Month Instructor/Coordinator 
Campus to be Determined 
 
Job Announcement 
 
Northshore Technical Community College is accepting applications for a full-time, unclassified 9-
month instructor position. **This is a grant-funded position. Should the grant funds no longer be 
available and an alternate funding source is not determined, then the position may be terminated. ** 
 
Applications will be accepted until position is filled, with preference being given to those 
received on or before November 8, 2021.  Preference will also be given to internal applicants. 
 
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.  

 
Please submit:  (1) a letter of application, (2) a resume and (3) official transcript (for a transcript to be 
considered official, it must be sent directly from the school to Human Resources. It may be sent by 
mail or e-script.) to: 
 
Attention: Hiring Manager  
Northshore Technical Community College 
65556 Centerpoint Boulevard 
Lacombe, LA 70445 
Telephone number: 985-545-1215   
Email: resumes@northshorecollege.edu  
________________________________________________________________________________ 
 
JOB SUMMARY:  
 
This position provides instruction for the Workforce Solutions Medical Programs to include clinical 
instruction, administration duties, retention of students and successful completion of courses to 
successful pass rates. 
 
QUALIFICATIONS:  

 
Minimum Requirements: Current, unencumbered Louisiana Licensed RN or LPN and possess a 
minimum of 2 years of nursing experience in the provision of long-term care facility (nursing home) or 
geriatric nursing.  Experience with phlebotomy and ECG preferred. Computer program knowledge in MS 

Word, Excel, and PowerPoint required.  Must have one of the following: Vocational Technical Industrial 
Education (VTIE), Career and Technical Trade and Industrial Education (CTTIE), master’s degree or 
above, or Train the Trainer.   
 
 
RESPONSIBILITIES:  
 

• Provide instruction for Certified Nurse Assistant, Medical Assistant and various other nursing 
and medical program in the following areas:  Medical Terminology, Phlebotomy, HIPPA, safety 
measures, ECG/EKG, etc.  

• Set and satisfy the learning objectives set by the NHA for the CCMA Course and LDH for CNA 
as outlined in the course material 

• Instructor or mentoring preceptorship, monitoring, and guidance during clinicals at clinical sites  
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• Lead by example by showing students good traits to emulate as healthcare provider  
• Interact with students, knowing their academic needs and reaching out to them to solve their 

academic challenges 
• Adhere to and support students with information listing expectations and requirements for 

successfully completing the course and accountability 
• Record keeping documentation maintained of students’ qualification of enrollment, student’s 

attendance and grades while in the program, end of program paperwork and Prometric state 
exam, CCMA, and various certification testing submissions and student applications 

• Achieve a successful pass rate by the students of the NHA MA exam or CNA Competency 
Exam to be administered at the conclusion of the course 

• Report information to the ADON and Workforce Director of any problems or concerns 
regarding the course/program 

• Organize and participate in graduation ceremony for those who successfully complete the 
course 

• Periodically inventory supplies for replenishing and report equipment that may need to be 
repaired or replaced 

• Adhere to established policies and procedures for instructors 
• Foster healthy teacher student relationship to develop a conducive learning environment  
• Complete annual state-mandated training in Ethics and Sexual Harassment Prevention 
• Counsel students throughout the course and provide resource information 
• Assist in daily management and oversight of the Workforce Health Science Programs 
• Assist in Preparation of course manuals which includes the course outline, syllabus, weekly 

schedule, tests, assignments, discussion questions and PowerPoint presentation and submit 
them all in electronic format to the ADON and Pace or the Allied Health Shared Drive 

• Participate in meetings and serve on assigned committees that are consistent with the goals of 
the education program and the college 

• Daily management of all non-credit health care program within Workforce Development and 
Continuing Education 

• Maintain an approved CNA program curriculum, handbook and required DHH documentation 

• Participate in student orientation prior to the program course 
• Act as the CNA Program liaison for nursing facilities, clinical sites and community outreach 
• Participate in continuing education to improve evaluation skills and maintain competencies 
• Record keeping of documentation: maintain students’ qualification of enrollment, students’ 

attendance and grades while in the program, end of program paperwork and Prometric state 
exam testing submissions and student applications 

• Maintain and oversee CNA state exam Prometric testing by:  scheduling testing, aiding 
students through the application process, preparing testing site for nurse evaluators for each 
testing event and updating testing policies 

• Counsel students throughout the CNA course as needed 
• Participates in recruitment and Info Sessions for classes to be offered 
• Performs other duties as assigned. 

 
SPECIAL SKILLS AND ABILITIES:  

 
1. Skills/Abilities: Must be able to communicate effectively in both written and verbal form. Must 

have the ability to follow instructions and prepare accurate paperwork. Must maintain 
confidentiality of work-related information and materials. Must have skills in classroom 
technology – computer skills, projectors, etc.  Must establish and maintain effective working 
relationships.  Excellent customer service skills 

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. Student information systems as well as online instruction modules. 

 
PHYSICAL REQUIREMENTS:  

• Must have use of sensory skills in order to effectively communicate and interact with other 
employees and the public through the use of the telephone and personal contact as normally 
defined by the ability to see, read, talk, hear and handle or feel objects and controls.  

• Must have physical capability to effectively use and operate various items of office equipment 
such as, but not limited to, personal computer, calculator, copier, and fax machine.  

• Ability to occasionally lift or carry up to 10 pounds. 

•  Must be capable of sitting in stationary position for 50% or more of time.  
 
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. 

 


