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I am the face of the Master In Teaching Program to many of the school districts as I am their first contact with Evergreen.   It is that enthusiasm and professionalism that build those lasting connections with the school district representatives. 

It is the networking with the school districts that I have done the past 5 years that has a direct correlation to the strong job placement rate for the MIT Graduates.  MIT 2007 graduates have a 94 percent job placement rate.   One example would be Highline School District hiring 5 MIT graduates this year.  Don Waring who was the HR Director for Clover Park Schools is now HR Director at Highline.  I have known Don Waring long before I came to Evergreen.
The MIT Job Fair attracted 10 school districts to the Evergreen campus to meet with the MIT year 2 students.  Some districts were interviewing students on site and offering letters of intent. The Sumner School District brought an MIT Alum (Rachel Street) to talk.  
The Mock Interviews gave the MIT students the opportunity to practice interviewing and to receive feedback from school principals and vice principals, human resource directors, retired teachers, and community members (parents).   Many HR Directors and Principals kept the resumes of our MIT students.  Both of these events helped ease our students into the Job Interview process.  See attached list of participants to both events.

Sherry Walton and I visited many school districts this past year.  This outreach served to introduce Sherry as the new MIT Director and to talk to districts about student teaching placement, job opportunities, and discuss our professional certificate program and Special Education endorsement program.  It is good to make that personal connection with district personnel that I have been emailing, telephoning or faxing.    See attached list of Collaboration and Conversations between MIT and P-12 Public Schools.
Accomplishments:

This portion is taken from the job description that I have been revising.  The highlighted areas are either additional duties or duties that I have expanded since starting this position 5 years ago.

Field Placement Officer Duties:

· Organized 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 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.
Goals for next year

Continue for make additional connections with the schools.  I would like to visit Mary M. Knight, Rainier, Southside, Chehalis, Yelm, Pioneer, Franklin Pierce, Tenino, University Place, and Elma.  Continue reconnecting with the Olympia School District and Clover Park School District.  I would to follow up on conversations with Puyallup, Sumner and Bethel as they would like MIT Student Teachers.
Continue with the recruitment for the Professional Certificate Program and Special Education Endorsement Program.

MIT Connection Newsletter –every quarter, if possible.  This is an excellent tool for showcasing the MIT Program to the school districts and alumni.
Continue to update the Alumni Database.  We are currently contacting Alumni through email addresses to update our records.  We are also asking alums if they are National Board Certified, completed ProCert, if they would be interested in an alumni summer event, presenting to the MIT cohorts and on what topics, and if they are interested in a student teacher. 
Continue Mock Interviews and MIT Job Fair.  Maybe expand to include other districts. 

Continue to fine tune the Assessment portion on the job:



Student Teaching Competencies (twice a year)



Cooperating Teacher Survey (twice a year)



Student Satisfaction of Program Survey and Report (once a year)



Student Satisfaction of Cooperating Teacher Survey and Report (twice a year)



3 year Alumni Survey 

Long term goal/objective:  Electronic Surveys. 
Research with school districts on the possibility of electronic Placement Files.

