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LiteracyWORKS




230 – 500 Portage Avenue, Winnipeg, Manitoba  R3C 3X1

Ph (204) 786-1212    Fax (204) 786-1249

Email: info@litworks.ca               www.litworks.ca 


LITERACY INSTRUCTOR SUMMARY
· deliver literacy programs to adult learners which will meet their individual needs;

· support the goals and objectives of the Adult Literacy Program including the development and assessment of new learning materials which have been produced by learners and/or tutors/instructors.

POSITION DUTIES AND RESPONSIBILITIES

Program Support and Development

· attend, whenever possible and with reimbursement, any training that is recommended by Adult Learning and Literacy (AL&L);

· assist the Program Manager/Coordinator  in performing initial assessment of new learners, including statistical information, current levels of skill, interests and goals;

· maintain a file on each student;

· develop a learning program for individual learners that is appropriate to their interests, level of ability and specific goals;

· perform ongoing evaluation of each learner in the areas of achievement, new goals, etc., including weekly notes in each learner's file which would include lesson plans, attendance and incidence reports and monthly evaluations 

· develop daily lesson plans for group instruction with individual daily action plans which are designed for the learner's particular reading, writing and numeracy level;

· maintain daily records of lesson plans to ensure that objectives are being met or that additional lesson plans are developed; and

· prepare monthly reports to the Program Manager/Coordinator that include: attendance, enrollment, resources developed or obtained, identification of specific supports or training.

Support of Volunteers

· communicate directly with volunteers to determine when volunteers will be available to work with learners; and

· identify ongoing supports required by volunteers; and

· report volunteer activity to the Education Director.

Program Material Development

· prepare and submit orders for program resources to the Program Manager/Coordinator;

· maintain an inventory of resources purchased or otherwise acquired;

· review existing resources (in cooperation with Program Manager/Coordinator) to evaluate the suitability for the program; and

· develop, in cooperation with adult learners, projects which will result in learner-generated learning materials.

Other

· other duties, as assigned 

QUALIFICATIONS AND EXPERIENCE

· a valid Manitoba Teaching Certificate is required
· minimum 2 years teaching experience with adults required
· training in Adult Education preferred
· knowledge and experience with Stages and Literacy Essential Skills an asset
· strong commitment to the field of adult education and adult education principles  
· experience with diverse groups/settings an asset
· excellent communication skills, verbal and written
· strong inter-personal skills
· must be prepared to work flexible hours, some evenings required
· must be well-organized, able to work independently and willing to take the initiative when necessary
· positive, energetic and professional
· Hours: 20 hrs/wk

· Wage: $25/hr

· Start Date: Monday, April 2, 2012
· End Date: TBA, subject to funding
In addition to your cover letter and resume, we are also requesting a lesson plan prepared within the Stages Framework. You can choose a lesson that focuses on  Reading, Writing, Document Use or Oral communication skill(s). The lesson should incorporate materials and strategies for Stages 1, 2 & 3 as all classes at LiteracyWorks are multi-level. Should you be selected as a prospective candidate, you will be required to teach a lesson. Please visit the following websites to assist in lesson planning.
http://www.edu.gov.mb.ca/ael/all/publications/stages/index.html (Manitoba Stages Framework)

http://www.edu.gov.mb.ca/ael/all/publications/stages/pdf/fac_guide_en.pdf (The Facilitator’s Guide)
Please submit your application by Monday, February 20, 2012 to:

The Human Resource Committee

LiteracyWorks Inc.

230-500 Portage Ave, Winnipeg, MB R3C 3X1

Phone: (204) 784-5502

Fax: (204) 786-1249

Email: ssingh@litworks.ca
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