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KETCHIKAN INDIAN COMMUNITY
JOB DESCRIPTION

	

	Position: 
	Substitute Teacher
	Reviewed by:
	

	Department:
	CHAS Cultural Program
	Supervisor
	October 2010

	Reports to: 
	Deputy Director of Education
	HR Director
	

	Status:
	(Exempt
	(Non-exempt
	Approved by:
	

	Part-Time, Temporary
	General Manager
	

	Indian Preference:  In accordance with the Indian Preference Act of 1934, application for the position must include verification of Indian blood.  


Purpose 

Ketchikan Indian Community (KIC) job descriptions are a management tool to help organize duties and provide employees with the employer’s expectations with regard to a specific job classification.  The duties listed are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is a reasonable assignment for the position.  This job description is not an employment agreement or contract.  Management has the exclusive right to alter this job description at any time without notice.
Job Summary
The primary responsibility of the Tribal Teacher is to provide classroom management in the absence of the Tribal Teacher for students at the middle and high school levels.
Duties are carried out under the general supervision of the Deputy Director of Education. 

Essential Instructor Job Duties
INSTRUCTS STUDENTS IN ALL SUBJECTS, ESPECIALLY MATH, READING, AND COLLEGE PREPARATION, BY
· Utilizing and administering prepared lesson plans developed by the Tribal Teacher for students at the middle and high school levels;
ADDITIONAL DUTIES
· Maintains attendance records;
· Follows disciplinary procedures established by the district;

· Provide transportation between two jobs sites: Schoenbar Middle School and Ketchikan High School;

· Performs job in accordance with the Family Educational Rights and Privacy Act.
KNOWLEDGE, SKILLS, AND ABILITIES
· Knowledge and understanding of the culture and diversity of the Alaska Native/American Indian population;

· Skilled in instruction or consultation in a classroom environment;
· Ability to engage with students;
· Ability to work in conjunction with school program;

· Ability to collect data, keep accurate and organized records;

· Ability to communicate professionally over the telephone and in person in a positive and clear manner;

· Ability to utilize maximum degree of professionalism and diplomacy with those who may be experiencing a high degree of stress both mentally and/or physically;

· Ability to work independently with minimal supervision;

· Maintain strict confidentiality on tribal and school district operations.
Physical Activities Include
Must be able to hear.  Specific vision abilities include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  Ability to use hands to finger, handle, or operate objects tools, or controls; reach with hands and arms; climb or balance; stoop, kneel, crouch; and taste or smell.  Each of the listed activities also requires standing, sitting, walking, bending, and stooping, climbing on stools and ladders, and occasionally lifting and carrying items and boxes up to forty (40) pounds.

Education
High school diploma or G.E.D. required.  Bachelor degree with a Type-A Teacher Certification preferred.
Experience
At least six (6) months of documented experience working with a Native education-based program required.
Special Requirements
Individual must posses or ability to possess:

· Current background investigation report with acceptable history outlined in the State of Alaska, Department of Education and Indian Child Protection Act
· Immunization documentation

· Provide own transportation

Individual must be able to pass a Pre-hire Drug Screen
And Full Background Investigation
Native Preference in accordance to P.L. 93-638
Applications to:
Ketchikan Indian Community


Attn:  Human Resources
2960 Tongass Avenue

Ketchikan, AK 99901
Fax:  1-800-757-7040
Closing date:

Open until filled 
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