COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
Coordinator - Educator Preparation Institute
PAY GRADE:

P-10
OVERTIME STATUS:
EXEMPT

MAJOR RESPONSIBILITY:  
To develop, implement, supervise and evaluate the Educator Preparation Institute (EPI). 

PREREQUISITES FOR POSITION (Qualification Standards):

1.
Education or training: Bachelor’s degree in Education, Counseling, Business or related fields required.
2.
Years of experience in field:  Minimum of three years required in one or a combination of the following: K-12 classroom teaching, education leadership/administration, supervision of instruction, teacher training, or advising in teacher education programs.
3.
Special skills or abilities related to field: Demonstrated ability to work with people. Proficiency in verbal and written communications skills. Evidence of initiative resourcefulness and adaptability.  Ability to organize, implements, and evaluates programs. 
ESSENTIAL JOB FUNCTIONS:

1.
Coordinate all activities of the Educator Preparation Institute academic plan.
2.
Coordinate scheduling of institute course offering.

3.
Serve as the Ombudsman for the institute.
4.
Liaison between CF and tri-county school districts, charter schools, private schools, and potential teachers to facilitate institute initiatives.

5.
Coordinate with Associate Dean for Teacher Education to conduct the program assessment of the institute that includes competency-driven, evidence-based program performance evaluation for alternative certification, teacher training, substitute teacher or paraprofessional training.

6.
Monitor regulatory changes for teacher certification.

7.
Maintain current knowledge of Florida Department of Teacher Certification regulations and requirements.

8.
Compile and report data on exam pass rates, employment rates, retention rates, and employer satisfaction surveys.
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ESSENTIAL JOB FUNCTIONS (continued):

9.
Coordinate with Associate Dean for Teacher Education to evaluate and prepare yearly the performance review for the institute to the Florida Department of Education and the Division at Community Colleges and Workforce Education.

10.
Recommend program curriculum changes and improvements.

11.
Coordinate participant recruitment.

12.
Develop and coordinate in-service training for K-12 teachers, paraprofessionals and substitute teachers.


 (These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)
ESSENTIAL PHYSICAL SKILLS:  
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).  

· Ability to communicate effectively both orally and in writing. 
· Able to sit at a  desk and view a display screen for extended periods of time

· Ability to access, input, and retrieve information from a computer or other

            electronic device

· Light (up to 15 pounds) lifting

· Walking

· Standing

· Sifting
ENVIRONMENTAL CONDITIONS:
· Works in an office environment
· Works in telephone switch room 
(Reasonable accommodations will be made for otherwise qualified individuals with a disability.) 

PRIMARY LOCATION OF JOB:
College-wide 

SUPERVISOR OF POSITION:

Associate Dean, Teacher Education
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