
THE EVERGREEN STATE COLLEGE 

POSITION DESCRIPTION
Date:   January 29, 2008

Position:  Education Field Experience and Community Relations Specialist

Location:  SEM2 E3134

Organization:  Master In Teaching Program (MIT), Academics

Incumbent:  Loren E. Petty

Position Number:  1886 

Reports to:  Sherry Walton, MIT Director

POSITION PURPOSE:  

· Responsible for placement of all TESC teacher education students in school districts to satisfy practicum and student teaching requirements.  
· Responsible for building and maintaining close professional ties with school district administrators and K-12 teachers.

· Responsible for determining proper placement (based on NCLB Act highly qualified guidelines and school “fit”) for 90 Master In Teaching (MIT) students in two different K-12 classrooms as well as  placements each quarter for the Special Education endorsement program.    
· Provide career advising and develop workshops to students in the areas of interviewing skills and techniques, letter writing, resume preparation and recruiting information.  

· Responsible to help MIT and M.Ed. directors gather, aggregate, and disseminate data from alumni,  school principals, mentor teachers surveys, state pedagogy assessment data and student teaching rubrics for faculty and the state.

· Responsible for reviewing applications for the Professional Certificate Program and overseeing registration to meet state standards

NATURE AND SCOPE

The position reports to the Master in Teaching Program director, and is crucial in helping her develop and maintain relationships with K-12 school and district personnel.  This position is responsible for ensuring appropriate practicum and student teaching placements for MIT candidates and students in the Special Education Endorsement sequence; organizing and implementing professional development opportunities and information sessions for MIT candidates; assisting in gathering and organizing data that the MIT program uses to inform its practices; overseeing admission to the Professional Certificate program; generating contracts for public school teachers who mentor MIT and Special Education endorsement candidates; supervising work study students; maintaining contacts with alumni; organzing Professional Edcator Advisory Board Meetings; assisting with the review, revision, and publications of MIT materials such as Student Teaching Handbooks, Practicum Guidelines, and the MIT catalog; and supervising the development and distribution of a quarterly newsletter. The position also provides  support to the Master of Education director and students.
The position uses highly specialized, professional and independent judgment in reviewing,  evaluating and analyzing  prospective Professional Certificate Program applicants’ credentials (based on state requirements) for entering the Professional Certificate program.  The position is responsible for creating and maintaining specialized job placement files for MIT graduates.

The position requires accurate and timely annual compilation of required state and federal reports.

ESSENTIAL JOB FUNCTIONS

1. Field Placement and Personal Service Contracts for MIT, Special Education Endorsement Candidates, and M.Ed. Candidates pursuing additional endorsements

· Cultivate, organize and coordinate field placements

· Build and maintain close professional ties with P-12 administrators and teachers

· Ensure that classroom teachers have all appropriate paperwork related to expectations of students, as well as paperwork related to reimbursement

· Prepare and monitor Personal Service Contracts for mentors and for guest speakers in MIT, Special Education classes, and ProCert

· Present twice yearly at Student Teaching Orientations on required documentation and professional behavior in schools

· Present each year at New Candidate Orientation on fingerprint clearance, Oath of Confidentiality, Code of Professional Conduct for teachers, insurance, character and fitness affidavits, etc.

· Ensure all field placement (MIT, M.Ed., SPED) candidates have current clearances on file, maintain all records related to clearance

· Coordinate the renewal of Liability Insurance for MIT, M.Ed., and SPED students during field experiences

· Assist Program directors and faculty with assessing effectiveness of field placements, share input from P-12 administrators, teachers, program candidates and make recommendations

· Keep accurate program records and statistics related to all placements, share information with appropriate audiences such as the Professional Education Advisory Board (PEAB)

2. Data Collection

· Disperse and collect survey data from and about mentor teachers for program improvement (MIT)

· Disperse and collect twice yearly Effective Teaching surveys to second year MIT candidates

· Disperse and collect annual surveys on programs to current and graduating candidates (MIT and M.Ed.)

· Disperse and collect annual surveys of alumni (MIT and M.Ed.)

· Assist with OSPI 5 Year Accreditation visit 

3. Job Placement

· Work in conjunction with P-12 professionals and MIT faculty and staff to prepare job search workshops, mock employment interviews, and on-campus education job fairs

· Serve as clearinghouse for notification of job openings, share information with candidates and alumni

· Coordinate development and maintenance of MIT and M.Ed. Placement files

· Prepare annual OSPI Placement report for submission

4. Professional Certificate Program

· Participate in development and distribution of information/recruitment materials

· Oversee application process, acceptance to program, registration

· Supervise paperwork for Continuing Education Credits (Clock Hours) for Professional Growth Team members

5. Alumni Relations (MIT and M.Ed.)

· Communicate announcements and news to program alumni

· Update program records on alumni and share with college’s PEAB 

· Coordinate information on program alumni with college’s Alumni office as appropriate

· Assist with planning and implementation of alumni events

6.  Program Publications

· Assist in development and update of annual program documents including Student Teaching Handbooks, MIT Guidebook to Policies, Procedures, and Resources, MIT Catalog, 

· Oversee development and distribution of thrice yearly MIT Connection Newsletter

· Assist in development of other promotional materials such as flyers about the Special Education endorsement sequence

7. Supervision of Graduate Assistants/Work-Study Students

· Oversee FERPA training of graduate assistants and work study students

· Supervise collection and submission of timecards and payroll paperwork

· Coordinate projects for assistants in conjunction with other Program staff

8. Other Duties (MIT and M.Ed.)

· Assist in organizing MIT Graduation Celebration – coordinate with facilities, media services, conference services

· Assist in recruitment of M.Ed. candidates to program by providing information and catalogs to MIT district contacts

Knowledge, Skills and Abilities Required 

· Knowledge of public school system in Washington state and familiarity with local districts

· Dependability 
· Understanding of the student teaching process 
· Ability to relate to and work well with school district administrators and teachers 
· Computer skills (word processing, spreadsheet, database, graphics, web page authoring) 

· Ability to supervise work study students and graduate assistants
· Ability to work well with college faculty members 
· Ability to organize information effectively and efficiently 
· Able to organize complex tasks effectively 
· Ability to manage time effectively and to place competing tasks in appropriate priority order 
· Ability to work well within a larger team of staff supporting teacher education 
· Ability to work effectively with culturally diverse faculty, staff, students, other people within Evergreen, and a wide variety of people outside Evergreen 
· Ability to communicate in writing clearly and professionally 
· Ability to communicate with individuals and small groups clearly and professionally 
· Ability to visit local K-12 schools as needed to visit teachers, student teachers, and administrators

Ability to organize events such as mock interviews and job fairs to support the professional development of MIT students 
Minimum Qualification 

· Baccalaureate degree

· Experience with teacher education field placement

· Ability to work independently and accurately

· Excellent inter-personal and public relations skills (communicating verbally and in writing) 

Preferred Qualifications and experience 

· Experience as a K-12 teacher or administrator 
· Experience working in higher education 
· Experience with teacher education field placement 

· Experience supervising others who work on assigned office tasks

