
THE EVERGREEN STATE COLLEGE 

POSITION DESCRIPTION
Date:   October 5, 2007
Position:  Field Experience Officer and Assessment Specialist

Location:  SEM2 E3134
Organization:  Master In Teaching Program, Academics
Incumbent:  Loren E. Petty
Position Number:  (XXXX) Assigned by HRS

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 and 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 director gather, aggregate, assess and disseminate data from alumni,  school principals, mentor teachers surveys, state pedagogy assessment data and student teaching rubrics for faculty and the state.

NATURE AND SCOPE

Field Placement Officer Duties:
· Organize and coordinate field placements for TESC teacher education students.  This requires building and maintaining close professional ties with school district administrators and K-12 teachers.
· Coordinate Fall Field Observations at Lincoln Elementary School (Olympia), Centralia Middle School (Centralia) and Foss High School (Tacoma).  This requires working closely with each school in identifying classroom for observation, advising MIT students of proper procedures at each school as well as field field observation etiquette.
· Prepare and monitor Personal Service Contracts for Student Teacher Mentors, Special Education Practicum Mentor Teachers, and Guest Speakers for MIT Program and Special Education Program.

Job Placement Services:

· Work in conjunction with K-12 professionals to prepare job search workshops, mock employment interviews and on-campus education job fairs.
· Work with MIT Students on preparing their Placement File which includes writing and editing their resumes, Academic Preparation Course Listing, Letter of Introduction, and Educational Philosophy Statement.  The Placement File also includes letters of recommendation from mentor teachers and school principals that are monitored by the Placement Officer.

Assessment:

· Responsible to help director gather, aggregate, assess and disseminate data from alumni,  school principals’, mentor teachers’ surveys, state pedagogy assessment and student teaching rubrics for faculty and the state.

Professional Certificate Program:
· Coordinate application to, and registration for the Professional Certificate Program.  Provide information sessions and outreach to alumni and school district personnel, oversee application process, acceptance to program, registration and program completion.
· Design and distribute recruitment materials for Professional Certificate Program.

Special Education Endorsement Program:

· Coordinate Special Education Practicum Placements in K-12 Schools. This requires placing approximately 10 to 15 students each quarter for a 36 hour practicum by working closely with school district administrators and K-12 Special Education teachers.  
· Prepare and monitor Personal Service Contracts for  Special Education Practicum Mentor Teachers, and Guest Speakers for Special Education Program.

· Design and distribute recruitment materials for Special Education Endorsement Program.

Publications:

· Assist in the development of informational publications, including the Student Teaching Handbooks (Section 1 and 2), MIT Guidebook to Policies, Procedures and Resources, MIT Catalog, MIT Connection Newsletter and other promotional materials such as flyers on Professional Certificate Program and Special Education Endorsement Program. 
Miscellaneous:

· Supervise and coordinate graduate assistants with office tasks.  Working closely with Student Employment, Registrar and Academic Budgeting with timecards, FERPA Training, employment and payroll paperwork.  

· Prepare and monitor Personal Service Contracts for Student Teaching Mentors, Special Education Practicum Mentor Teachers, and Guest Speakers for MIT Program and Special Education Program.

· Prepare and monitor Continuing Education Credit Hours (Clock Hours) for MIT Student Teaching Mentors and Professional Certificate Growth Plan Team Members.
· Prepare travel reimbursement and petty cash reimbursement for MIT Director and staff.

· Coordinate P-Card purchases for MIT Program. This requires reconciling monthly purchases and yearly audit.
· Order office supplies.

· Order books and teaching materials for MIT staff and faculty.

· Assist in organizing the MIT Graduation Celebration (Hooding Ceremony) by coordinating with Facilities, Media Services, and Conference Services.  Assist with Hooding Ceremony Program as well as set up and clean up.

· Assist with coordination of Professional Educator Advisor Board (PEAB) meetings four times per school year.  This requires ordering coffee service, meal tickets, and parking passes.  Also coordinate agenda, compiling information packets, preparing mileage reimbursement forms and for substitute teacher reimbursement.  

· Compile and present information and data for PEAB on required state reports on current students and alumni of MIT Program.

· Coordinate the renewal of Liability Insurance for MIT Students on Field Experiences.

· Present twice yearly at the Student Teaching Orientation: Discuss and distribute Student Teaching Handbooks and Placement File Letters of Recommendation, discuss importance of Code of Professional Conduct for Education Practitioners and Oath of Confidentiality during student teaching experience and procedures for Liability Insurance.
· Present each fall at New Student Orientation: Discuss Fingerprint Clearance Procedures, Oath of Confidentiality, Code of Professional Conduct for Education Practitioners, Institutional Application for Teacher Certification, Character and Fitness Supplement, Liability Insurance and MIT Guidebook to Policies, Procedures and Resources.

· Assist with the Office of Superintendent of Public Instruction (OSPI) Accreditation Site Visit.  This includes organizing alumni panel, mentor teacher panel, school principal panel, Professional Certificate Program panel, and Human Resource Director panel. Also provide aggregated data from alumni,  school principals, mentor teachers surveys, state pedagogy assessment data and student teaching rubrics for site team members.
Knowledge, Skills and Abilities Required 

· 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 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 

Minimum Qualification 

· Baccalaureate degree 

Preferred Qualifications and experience 

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

