Asian American Civic Association

Part-Time ESOL Teacher – Job Description
Teaching

· Teach one 2-hour class, Tuesdays through Fridays, 8:30 – 10:30 AM, for immigrant adults. Cycles are 12 weeks long.  Start date-April 1, 2009.  This is for the Level 1 class which is taught bilingually in Mandarin or Cantonese Chinese and English.  Hiring will depend on sufficient student enrollment to run the class.
· Contribute to ongoing curriculum development at appropriate level.

· Survey students’ expectation/goals at the beginning of each new cycle and develop appropriate curriculum.  

· Administer regular, ongoing in-class assessments, including (but not limited to) a mid-term exam and final exam.
· Make teacher’s/program’s expectations clear to students at the beginning of each new cycle.

· Communicate classroom/student issues to Director of Education in a timely manner

· Help students understand the agency’s educational pathway as well another services available to them at agency’s Multi-Service Center. 

Administration

· Administer/score placement tests before each new cycle(on a rotating basis among EOL department teachers every Monday)  

· Place orders for textbooks at the beginning of each new cycle.  

· Keep daily student attendance records. 

· Maintain up-to-date student information (dropout, completion, etc.) in agency database each month.

· Attend regular team meetings and monthly all-staff meetings.

· Prepare certificates at the end of each cycle for all students completing your class.  
Qualifications
· Master’s degree in education, TESOL, applied linguistics or related field strongly preferred.  Recent college graduates with M.A. or B.A. encouraged to apply.

· Teaching or tutoring experience with immigrant adult learners required.
· Must be native speaker of Mandarin or Cantonese Chinese.
Salary range:  $16/hour (for teaching, prep, meetings and assessment) (8 hours per week teaching and 4 hours per week prep time, plus an additional 6 hours per MONTH for assessments and meetings).
Email resume to:

Richard Goldberg

Director of Education

Asian American Civic Assn.

87 Tyler St., 5th fl.

Boston, MA 02111

617-426-9492 ext. 223

FAX 617-482-2316

(email) richard@aaca-boston.org
www.aaca-boston.org  (click on Education & Training)

