Job Description: Part-Time (Grant Funded) Administrator / Instructor 
Position Title: Part-Time Administrator / Instructor 
Reports To: Program Director / Executive Director 
Status: Part-Time Location: (Specify) 
Proposed Salary: $20.00/ hour, 20-25 hours per week- Grant Funded only.
Position Summary 
The Part-Time Administrator/Instructor supports the daily operations of the organization while delivering instruction to program participants. This role balances administrative duties with teaching responsibilities and includes oversight of classroom operations, ensuring that learning spaces are organized, well-maintained, and used effectively. 
Key Responsibilities: 
Administrative Responsibilities 
- Manage daily office and program functions, including scheduling, communication, and documentation. 
- Maintain accurate records, reports, and files in compliance with organizational procedures. 
- Assist with data entry, attendance tracking, and preparation of required reports. 
- Prepare professional correspondence, memos, and written communications. 
- Serve as a point of contact for staff, participants, and visitors. 
- Coordinate and manage supplies, materials, and equipment. 
Classroom Operations 
- Oversee classroom operations, ensuring efficient use of space and resources. 
- Maintain an organized, safe, and clean learning environment. 
- Monitor classroom equipment and request repairs or replacements as needed. 
- Ensure instructional materials are available, stocked, and properly stored. 
- Support classroom setup for daily instruction, special activities, or events. 
Instructional Responsibilities 
- Deliver effective instruction, training sessions, or workshops following approved curriculum. 
- Prepare lesson plans, instructional materials, and assessments. 
- Evaluate participant progress and provide constructive feedback. 
- Document attendance, performance, and course completion. 
- Adapt teaching methods to meet diverse learning styles. 
- Foster a positive, respectful, and inclusive learning environment. 

Qualifications 
- High school diploma required; Associate or Bachelor’s degree preferred. 
- Experience in administration, instruction, training, or similar fields. 
- Strong communication, organizational, and multitasking skills. 
- Proficiency with computers and office software (Microsoft Office, Google Workspace, etc.). 
- Ability to work independently and manage time effectively. 
- Comfortable presenting to groups. 
Preferred Skills 
- Experience in the organization’s service area or instructional field. 
- Knowledge of adult learning principles or classroom management. 
- Familiarity with database systems or program software. 
Work Schedule 
- Part-time: (specify hours per week/days). 
- Occasional flexibility may be required. 
Work Environment 
- Office and classroom setting. 
- Regular interaction with staff, students, and community partners
