Hebrew Day School of Ann Arbor 
Teacher Job Description

Send resume, job application form and cover note to Head of School, 2937 Birch Hollow Drive, Ann Arbor, Michigan, 48108.

Job Title:
General Studies Teacher


Supervisor: 
 Head of School








FLSA Status: Exempt, half-time (20 hours/week)

Beginning Date: December 2010
Reports to: Head of School

Salary Range: $18,000-$21,000, depending on experience

I.
PURPOSE OF THE JOB 

The General Studies teacher is responsible for teaching all general studies subjects primarily to the assigned grade.  The teacher is expected to teach, coach, counsel, supervise, and care about the students, work in partnership with parents, advocate and promote the school, work collegially with administrators and fellow teachers, and grow professionally.  The teacher is expected to articulate and document instructional goals of units and lessons, help students achieve learning outcomes, assess student achievement, and adjust instruction as indicated by the results of the assessment.  The teacher is expected to differentiate lessons to meet the different emotional and academic needs of each student, and to be open to creating individual learning plans for each child. 
Performs other duties as assigned or as the situation dictates. 
II. 
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES 
· Teaching all general studies topics, including but not limited to language arts, reading, math, science, social studies, values.
· Planning all daily classroom activities, and preparing an atmosphere in the classroom that is conducive for learning.
· Adapting teaching methods and materials to meet the needs of various learning styles, aptitudes, and abilities.
· Assessing student progress and completing report cards in a timely manner, according to the school procedures.
· Writing other reports or newsletters required to clarify instructional purposes for students, parents or colleagues.
· Meeting with parents and students, as needed, regarding the educational progress of the student.
· Meeting with other teachers regarding school and curricular related events, programs, and issues.  Assist in curricular documentation. 
· Plan events for parents that show student achievement.

· Prepare children for performances, as needed.

· Plan and organize field trips to enhance learning objectives. 

· Work closely with the Head of School on implementing professional growth plan.  Participate in professional growth plan.
· Strive to achieve the highest possible standards for each student.  
· Be a team player within the school, helping colleagues and contributing in a positive and constructive manner to school pursuits. 
III.
OTHER DUTIES AND RESPONSIBILITES 

· Attending and participating in staff and team meetings.
· Supervising lunch and recess as needed.
· Follow all guidelines as stated in the staff handbook.
IV.
SUPERVISORY RESPONSIBILITIES

· Classroom management: ensuring the safety and good conduct of the students 

V. KNOWLEDGE AND SKILLS 


Education: 

· Master’s degree in Education, with a preferred concentration in elementary school education, or combination of education and relevant experience required

· Relevant prior experience (3-5 years) desired
Knowledge:

· English - Thorough command of the English language, including grammar, spelling and usage

· Educational- Thorough knowledge of various teaching techniques and learning styles, and ability to adapt them for the benefit of the students
· Child Development- Thorough knowledge of child development  -- social, emotional, and intellectual 

Skills:

· Creating a classroom environment conducive to learning

· Organizing and presenting information in a clear and concise method both verbally and in writing

· Writing and implementing lesson plans geared toward elementary school students 

· Taking an active leadership role in school (assemblies, school programs, academic initiatives)
· Conducting parent-teacher conferences

· Taking initiative for problem solving for both routine and novel situations  
Abilities:

· Effectively teach to different levels in the same classroom 

· Effectively manage a classroom of elementary school students  
· Communicate information to parents, head of school, and colleagues - both informally and in writing.  
· Formulate educational plans of action to facilitate student growth and learning
· Work in a fast-paced environment with high demands on student achievement.
· Work effectively as a member of a team.
· Ability and willingness to work hard; preparation hours after school required.
· Facility with technology and ability to use technology to communicate with parents, colleagues, and administrators.  Ability to use technology to enhance the learning environment.
Other Requirements:

· Compliance with all State of Michigan requirements for school employees, currently including but not limited to background check, tuberculosis test and fingerprinting

· Valid Michigan driver’s license and reliable motor vehicle, and willingness to drive 
· Willingness to grow on the job.
VI.
EXTENT OF PUBLIC CONTACT 

· Extensive contact with students, parents, Head of School, staff and visitors, both in person, on the phone, and through email.
· Works well with and is courteous to others who are in the organization as well as outside the organization.
VII.
PHYSICAL DEMANDS 

	Physical Requirements 


	Rarely

(0-12%)
	Occasionally

(12-33%)
	Frequently

(34-66%)
	Regularly

(67-100%)

	Seeing: Must be able to read papers and use computer
	
	
	
	X

	Hearing: Must be able to hear well enough to communicate with students and co-workers
	
	
	
	X

	Standing/Walking
	
	
	
	X

	Climbing/Stooping

/Kneeling
	
	
	X
	

	Lifting/Pulling

/Pushing
	
	X
	
	

	Fingering/Grasping/

Feeling: Must be able to write, type and use phone system.
	
	
	
	X


IX.
WORKING CONDITIONS AND ENVIRONMENT 

· Normal working conditions 
Note: The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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