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POSITION:  Part-Time Integrated Education and Training & Workplace Coordinator (Adult Education)
LOCATION: Swainsboro Campus
JOB DESCRIPTION:  The selected candidate will be instrumental in devising, implementing and supervising the Integrated Education and Training (IET) component, aimed at providing the adult learner with a blend of vocational training, contextualized basic skills education and workforce skills preparation.  This requires coordination with educational institutions, training providers, workforce agencies and employers; develops programs that meet both educational and employment needs of employers and employees, ultimately leading students to meaningful career pathway.

KEY RESPONSIBILITIES:
· Develop and implement effective IET programs, intertwining adult education with technical and vocational training through instructional design, ensuring creation of quality Single Set of Learning Objectives (SSLO) and Lesson Plans.
· Proactive relationships with workforce partners, business and industry to understand current labor market demands.
· Develop outreach, recruitment and intake plans for adult learners interested in obtaining industry credential credentials within the adult education program.
· Collaborate with employers to identify their workplace needs and develop customized Workplace programs.
· Work with Adult Education Instructors, Career Services Coordinators and training providers to design curriculum that aligns with training goals and employer needs.
· Monitor and evaluate progress of IET’s and workplace programs, making necessary adjustments to improve outcomes.
· Maintain accurate records and report related to IET and WP programs.
· Ensure compliance with state and federal regulations.
MINIMUM EDUCATION AND EXPERINCE REQUIREMENTS:
· Bachelor’s degree in Education, Adult Education, Workforce Development or a related field.
Technical Competencies
· Proficient in program evaluation and development.
· Strong presentation, organizational and leadership skills.
· Excellent communication and interpersonal abilities.
· Strong project management skills.
· Proficient in data analysis and reporting.
· Ability to work collaboratively with diverse stakeholders.
· Skilled in Microsoft Office Suite.
SALARY/BENEFITS:  Salary is commensurate with education and experience. This is a part-time, temporary position and does not include benefits.

APPLICATION DEADLINE:  Open until filled.

APPLICATION PROCEDURES:  All application packets MUST be completed via the Online Job Center.  As part of the application process, interested candidates will also be required to upload other documents such as a letter of interest, resume, and transcripts (see job center listing for more details).  For more information regarding this position or application instructions, please contact the Human Resources Office at 912-538-3230 or mwalker@southeasterntech.edu

As set forth in its student catalog, Southeastern Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, sex, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law).  
Helen Thomas, Section 504 Coordinator, Room 165, 912-538-3126
Melanie G. Walker, Title IX Coordinator, Room 138B, 912-538-3230
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