
 

P.O. Box 610924, Birmingham, AL 35261 

1920 Old Springville Road, Center Point, AL 35215 

Office: (205) 238-5506 ● Mobile: (205) 586-0740 ● (Fax): 205-449-5353 

Email: tamika@ccommunitycaredn.org ● Website: www.ccommunitycaredn.org 

 

Job Title: Part-time Instructor 

Reports to: Programs Coordinator 

Location: Jefferson County, Alabama 

Employment Type: Part-Time, Salaried 

Salary: $1500 - $2000 monthly (depending on experience) 

Position Overview: 

The Part-time Instructor is responsible for directing and facilitating the educational components 

of the Inspire Education Academy, which includes Alabama Career Essentials, ACT WorkKeys, 

Financial Literacy, and High School Diploma completion through Penn Foster. The instructor 

will work closely with the Programs Coordinator and the social worker to support participants in 

achieving their educational goals. The role includes classroom instruction, student support, and 

ensuring a clean and organized learning environment. The position requires 20 hours of work per 

week, Monday through Thursday, from 9:00 AM to 2:00 PM. 

Key Responsibilities: 

Program Facilitation and Instruction: 

• Lead classroom instruction for Inspire Education Academy, covering Alabama Career 

Essentials, ACT WorkKeys, Financial Literacy, and High School Diploma curriculum 

through Penn Foster. 

• Provide support and direction to students in completing program requirements, including 

academic tutoring and skill-building exercises. 

• Assist with subject matter areas for each program component and ensure that students are 

progressing according to their individualized learning plans. 

Student Support and Coordination: 

• Participate in orientation and regular meetings with the Programs Coordinator and social 

worker to discuss student progress and address individual needs. 
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• Coordinate with the social worker and Programs Coordinator to identify student support 

needs and ensure participants receive the resources necessary to succeed. 

• Maintain and update student profiles regularly, documenting progress, attendance, and 

any additional support required. 

Classroom and Facility Maintenance: 

• Maintain the cleanliness and organization of the classroom, ensuring it is a conducive 

environment for learning. 

• Ensure students are responsible for maintaining cleanliness in both the classroom and 

restrooms, setting expectations for a respectful and clean learning space. 

Administrative and Programmatic Duties: 

• Attend orientation and training sessions as required to stay updated on program goals and 

instructional methods. 

• Provide regular updates on student progress to the Programs Coordinator, assisting in the 

evaluation and adjustment of program activities as needed. 

• Assist in the preparation of instructional materials and coordinate logistics for classroom 

activities. 

• Keep up with student progress, and provide students with weekly goals. 

Qualifications: 

• Education: Bachelor’s degree in education, social services, or a related field preferred. 

• Experience: Minimum of 2 years of teaching or instructional experience, preferably with 

youth or adult education programs. 

• Experience working with students in a career readiness or GED program is preferred. 

Skills and Competencies: 

• Strong instructional skills, with the ability to engage and motivate students. 

• Excellent organizational skills and attention to detail, particularly in maintaining student 

profiles and classroom organization. 

• Strong communication skills, both written and verbal, to effectively interact with 

students, staff, and partners. 

• Ability to manage time effectively and work independently within a set schedule. 

• A commitment to supporting students in their educational and career development goals. 

Work Schedule: 

• 20 hours per week, Monday through Thursday, 9:00 AM – 2:00 PM. 

Compensation: 



This is a part-time salaried position, with a monthly salary range of $1500 to $2000, depending 

on experience. 


