
  

1/14  NCC Basic Skills Instructor 

 
 
POSITION TITLE: Basic Skills Instructor 
 Northland Career Center 
 
F.L.S.A: Exempt 
 
QUALIFICATIONS: Bachelor’s Degree in Education 

Missouri Elementary, Middle School, High 
School English, High School Math, or Special 
Education certification.  

 Minimum three years teaching experience. 
Experience with secondary and special 
education students. 

 Career Education experience preferred. 
Such alternatives to the above qualifications as 
the Board may find appropriate and acceptable. 
Desire to continue career improvement by 
enhancing skills and job performance. 
 

 
REPORTS TO: Director of Northland Career Center 
 
TERMS OF EMPLOYMENT: Teacher contract days, with benefits according 

to Board policy. 
 
JOB GOAL:   To serve as a resource for instructors to ensure a successful 
educational experience for at-risk and special education students. 
 
ESSENTIAL JOB FUNCTIONS: 
 
1. Serves as a resource for Career Center instructors. 

 Discusses/develops/implements ideas and strategies for teaching and learning 
 Serves as a case manager for students in assigned program areas 
 Monitors status of students through progress updates/reviews all progress 

reports 
 Assists students in reviewing for and/or reading tests 

2. Reviews and implements IEPs/504 Plans.  
 Compiles, distributes and discusses information with instructors 
 Ensures IEPs/504 Plans and medical files are current 
 Assists instructors in implementing IEP/504 accommodations 
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3. Serves as Advisor and coordinates Northland Career Center Student 
Ambassadors’ activities. 

4. Maintains NCC “Brag Facts” Character Education displays. 
5. Works with SkillsUSA  students in preparing for contests in Speech, Job 

Demonstrations, Job Interviewing and Essays 
6. Interviews Vocational Preparation students during Pre-Employment Week 
7. Assists VRE as needed; Assists with Alcohol/Drug Awareness Day, reviews IEPs 

submitted with student enrollment applications.   
8. Attends meetings; participates in faculty and subject area committees. 
9. Strives to improve professional competence through in-service education 

activities provided by the district and self selected professional growth activities. 
10. Strives to achieve the objectives and expectations of the Performance Evaluation 

Plan. 
11. Abides by Missouri statues, and school board and administrations’ policies and 

regulations. 
12. Ability to work to implement the vision and mission of the district. 
 
OTHER JOB FUNCTIONS: 
 
1. Exhibits dependability and punctuality in assigned duties; has consistent and 

regular attendance. 
2. Adheres to good safety practices. 
3. Takes all reasonable precautions to protect students, equipment, materials, and 

facilities. 
4. Maintains accurate, complete, and correct records as required by law and district 

policy. 
5. Assists administration in coordinating counseling in crisis situations. 
6. Attends out of town meetings and training sessions as requested. 
7. Develops and follows a plan of self-improvement which promotes both personal 

and organizational goals. 
8. Demonstrates professionalism and appropriate judgment in behavior, speech, 

dress, and manner for the work setting.  
9. Demonstrates effective human relations and communication skills. 
10. Reads, analyzes and interprets professional journals, state data, state standards, 

Board policy, administrative procedures and forms, and governmental regulations 
and guidance 

11. Maintains strict confidentiality. 
12. Supports district/school decisions in a positive manner with the public, other staff, 

etc. 
13. Performs all other duties as required or assigned. 
 
PHYSICAL DEMANDS: 
 
An individual who holds this position must have the ability to transmit information, in 
both verbal and written English, in an environment where numerous conversations 
and activities may be taking place simultaneously.  They must be able to move 
around the classroom and read handwritten or printed materials.   They must also be 
able to transport themselves to area sending schools for meetings and conferences. 
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CONDITIONS AND ENVIRONMENT: 
 
The individual who holds this position will regularly work in a school environment that 
is noisy and active.  Occasionally the individual will be required to work outdoors for 
short periods of time. 


