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Job Title: Primary Instructor, Adult Education (NATCEP) 

Supervision from:  NATCEP Program Coordinator; Nursing Program Administrator 
Supervision to:   none 

The purpose of this position is to instruct subjects at the postsecondary level to adult learners.  
Instructor will provide in-depth classroom and hands-on training.    

Essential Functions: 
1. Delivers lesson plans by reviewing curriculum, determining training aids and required tools

and equipment, analyzing individual learner skill sets and learning styles, and preparing
examples and visual aids.

2. Reinforces learning by demonstrating techniques and observing learners’ skills.
3. Establishes clinical objectives or outcomes within the framework of the course in which

the learner is enrolled by reviewing ODH standards; reviewing course objectives.
4. Plans the learner’s clinical experience by assigning clinical care experiences based on

course objectives and student learning, under the direction of the primary instructor.
5. Supervises learner’s clinical experience/student practice by providing guidance, direction

and support appropriate to the clinical situation.
6. Reinforces learning by demonstrating techniques and observing adult learners’ skills.
7. Evaluates learner’s performance and progress in the classroom, clinical and/or laboratory

settings as compared to stated objectives by selecting and administering evaluation
methods, such as oral, written or hands-on skill performance tests appropriate to the
framework of the course in which the student is enrolled; providing written/verbal
feedback; communicating to instructors.

8. Records learner progress by documenting learner grades, attendance rolls, and training
activity details.

9. Counsels individual adult learners by identifying strengths and shortcomings, designing an
individual development program, and coaching to enhance or improve performance.

10. Serves as role model by presenting self as an example of professionalism in appearance and
conduct.

11. Fosters professional relationship with learners by establishing and maintaining positive
student interaction; restricting classroom time to relevant, subject-related information;
non-discriminating, equitable treatment of learners; being on time and prepared for each
lab, clinical or class as scheduled; responding to student questions in a clear, calm and
concise fashion; providing a non-threatening environment conducive to learning and
positive self-esteem.

12. Participates in the development of the educational program by reviewing curriculum,
objectives, outlines, study guides, laboratory and classroom supplies/equipment,
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audio/visual devices, various learning activities and evaluative measures; submitting 
recommendations.    

13. Maintains knowledge of instructional technologies by attending workshops, reviewing
professional publications, establishing personal networks; participating in professional
societies.

14. Maintains organized, safe and clean work environment by organizing classroom and/or
laboratory equipment  and other work-related materials; minimizing the potential for
damage and personal injury; following established safety and clean-up procedures for work
area; and complying with all school rules, regulations, and procedures.

15. Performs other essential and non-essential functions as assigned by Program Coordinator.

Required Knowledge of: 
• Principles and methods for curriculum and training design, teaching and instruction for

individuals and groups, and the measurement of training effects.
• Human behavior and performance; individual differences in ability, personality, interests,

learning and motivation.
• Group behavior and dynamics, societal trends and influences, human migrations, ethnicity,

cultures and their history and origins.
• Principles and methods for curriculum and training design, teaching and instruction for

individuals and groups, and the measurement of training effects.
• Principles and processes for providing customer and personal services, including patient

needs assessment, meeting quality standards for services, and evaluation of patient
satisfaction

• FERPA, OSHA, and other relevant policies, procedures, and strategies to promote effective
local, state, or national security operations for the protection of people, data, property, and
institutions.

• Knox County Career Center/Knox Technical Center Adult Education policies and procedures.

Skilled in: 
• Instructing:  Teaching others how to do something.
• Speaking:  Talking to others to convey information effectively.
• Writing:  Communicating effectively in writing as appropriate for the needs of the audience.
• Coordination:  Adjusting actions in relation to others’ actions.
• Reading Comprehension:  Understanding written sentences and paragraphs in work related

documents
• Active Listening:  Giving full attention to what other people are saying, taking time to

understand the points being made, asking questions as appropriate, and not interrupting at
inappropriate times.

• Active Learning:  Understanding the implications of new information for both current and
future problem-solving and decision-making.
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• Leadership:  Enlisting the aid and support of others to accomplish a common task.
• Learning Strategies:  Selecting and using training/instructional methods and procedures

appropriate for the situation when learning or teaching new things.
• Critical Thinking:  Using logic and reasoning to identify the strengths and weaknesses of

alternative solutions, conclusions or approaches to problems.
• Social Perceptiveness:  Being aware of others’ reactions and understanding why they react

as they do.
• Science:  Using scientific rules and methods to solve problems relevant to field.
• Monitoring:  Monitoring/Assessing performance of oneself, other individuals or

organizations to make improvements or take corrective action.

Ability to: 
• Remain free of any alcohol or non-prescribed controlled substances in the workplace

throughout his/her employment in the School District.
• Communicate information and ideas in speaking and writing so others will understand.
• Recognize when something is wrong or likely to go wrong and make judgment of how to

make it right.
• Combine pieces of information to form general rules or conclusions (includes finding a

relationship among seemingly unrelated events).
• Develop constructive and cooperative working relationships with others, and maintain them

over time.

Acceptable Education, Training and Experience: 
• Minimum of one (1) year of formal education related to curriculum, i.e., apprenticeship,

service school, career center, or on-the-job training.
• Five (5) years of work experience in field related to curriculum.
• State of Ohio Adult Education Teaching Permit.
• Certification related to curriculum.
• Other combinations of experience and education that meet the minimum requirements

may be substituted.
• Satisfactory FBI and BCI background check, drug screen, and reference checking

Note: The responsibilities and tasks outlined in this document are not exhaustive and may change as 
determined by the needs of the employer.  This job description supersedes all previous descriptions.   

_____________________________________    _____________________________________ 
APPROVED BY                                  DATE UNDERSTOOD BY                             DATE 


