JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Teacher – Business Education
DEPARTMENT: 


 ??????
SUPERVISOR: 

Reports to: Principal or Designee
General Supervisor: Superintendent

JOB GOAL: 

To develop in each pupil an understanding of our American business system and its place in the nation’s economy; to provide knowledge needed for intelligent consumption of business services; to develop practical business skills for personal use or for use in business occupations; to encourage pupils to develop work and personal habits essential for success in business.

PERFORMANCE RESPONSIBILITIES:


The person holding this position must be able to:

· Teach knowledge and skills in one or more of the following subjects to Middle and Secondary pupils; typing shorthand, note-taking bookkeeping, accounting, record keeping, office procedures, merchandising, business communications, word processing, business math, or basic business. Utilize teaching standards in and curriculum/bilingual curriculum adopted by the Board of Education and other appropriate learning activities.

· Instruct pupils in citizenship, expected student behavior, and basic subject matter specified in state law and administrative regulations and procedures of the school district.

· Develop lesson plans and unit plans to address appropriate instruction, and practices that can be completed within the allotted time.

· Demonstrate skills such as shorthand and use of office machines and techniques such as those used in merchandising. Prepare appropriate instructional aids and display materials to enhance learning.

· Instruct pupils in use, care and safe operation of business machines and computers. Make minor adjustments and request repairs to equipment as required.

· Maintain an auditable record of pupil attendance and keep daily reports.

· Control assigned district-owned office equipment and supplies to prevent loss or abuse.
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· Establish and maintain standards of pupil behavior needed to provide an orderly, productive environment in the laboratory-type classroom where several kinds of activities may be taking place simultaneously.

· Instruct pupils of the importance of accuracy to employers, as well as neatness, efficiency, resourcefulness and good work habits.

· Evaluate each pupil’s performance, knowledge and skills in course being taught and prepare pupil progress reports and employment references.

· Maintain continued contact with business community to keep in touch with job entry requirements and current business methods and equipment.

· Evaluate, select and requisition books, instructional aids, equipment and other instructional supplies and maintain required inventory records.

· Maintain professional competencies through in-service education activities.

· Communicate with parents bi-weekly, monthly, or sooner as the need arises, to discuss the student’s progress and behavior.

· Supervise pupils in out-of-classroom activities as assigned.

· Participate in curriculum alignment, benchmarks, performance standards/assessments and revisions, inclusive of bilingual development programs and implement EPSS.

· Gather data in order to develop strategies for student improvement.

· Participate in faculty committees and the sponsorship of student activities, to include in and out of school activities.

· Administer the IPT Assessment as needed.

· Administer group standardized tests in accordance with district testing program.

· Attend board meetings at the request of the Superintendent or his/her authorized designee.

· Perform other assigned tasks by the supervisors(s)

· Must be technology literate.

MINIMUM QUALFICATIONS:


Experience/Education:

· Properly certified in all areas of assignment.

· Demonstrates cooperativeness and a willingness to carry-out assigned tasks and performance responsibility.

· Bilingual, ESL, TESOL Endorsement as needed at each school site.

· Be Highly Qualified according to NCLB.

· Other qualifications determined necessary by the Board.

Physical Requirements:
· Sitting, standing, lifting and carrying (up to 50 lbs.), reaching, squatting, kneeling and moving light furniture may be required.
Environment/Scheduling:

· Must be able to work within various degrees of noise, temperature, and air quality. Interruptions of work are routine. Flexibility and patience are required. Must be self-motivated and able to complete job assignments without direct supervision.  After hour work may be required.  May make site or home visits when needed and appropriate.
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WORK SCHEDULE:
Contract Days:   ????  Term of Employment to be established by the Board of Education on an annual basis through the adoption of the School Calendar.


Hours Per Day:  ????  
Salary:                To be established by the Board of Education on an annual basis,     through the adoption of Salary Schedules.

EVALUATION: 
· Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Professional Personnel.
This job description for Teacher – Business Education  is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Teacher – Business Education.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved by: ___________________________________Date:___________

Mid/High School Principal
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