
MEND EDUCATION AND TRAINING CENTER
VOLUNTEER JOB DESCRIPTION

JOB TITLE:  English as a Second Language Teacher

GENERAL DESCRIPTION:  Teach English as a Second Language to adults. 

RESPONSIBILITIES:

1. Teach English to one group of adult learners at least once a week.

2. Use the prescribed core textbook and supplementary materials available in the Teachers’ Resource Room to reinforce learning objectives.

3. Coordinate closely by checking the notes of the previous day teacher (in the Plan Book).  Fill in the Plan Book, the coordinative tool for this purpose, and keep in contact with the other teachers of the same class.

4. Mark student attendance carefully.

5. Assess and track student progress on an ongoing basis.    
6. Be dependable.  Arrive on time and strive to never be absent.  If an absence is unavoidable, attempt to find your own substitute, and inform the coordinator of your absence as soon as possible.
7. Attend three in-service trainings and occasional meetings as needed.
QUALIFICATIONS:

· Good verbal communication skills (proficiency in Spanish is not necessary, especially if you teach a class that already speaks some English).
· Creativity in making lessons interesting and useful.
· Sincere desire to help enable non-English adults to become fully participating members of the larger community.
· Patience, respect for students’ dignity, and flexibility.

TIME COMMITMENT:

       HOURS:  Three hours per week.
       PROGRAM HOURS OF OPERATION:   Tuesday –Friday mornings 9:45 AM -12:30 PM 
         Tuesday - Thursday evenings 6:30 PM -9:00 PM
LENGTH OF COMMITMENT:

       Class sessions run @ 14 weeks 

MISCELLANEOUS INFORMATION:

New volunteers are asked to observe experienced MEND teachers before starting their volunteer work.  On-going help and support from the Education & Training Center staff (ESL program coordinators) are also provided and teacher in-services are offered to all volunteers.  MEND offers four basic levels of English to its students. Class sizes range from 5-25 adult students.
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