Reports to: Assistant PrincipalACT Prep Teachers
 (1 English, 1 Math, 1 Science)

[bookmark: _Int_wDKrQXVW]Position Responsibility: To instruct, facilitate, and implement ACT Prep after school and on Saturdays in preparation for the Fall and Spring (official) assessment administrations. This position will work closely with the AP over assessment to determine effective instruction to make gains on ACT grade level assessments on the Spring’s All School Test Day. Coordinate ACT Prep instruction for 5 weeks during the Fall semester and 10 weeks during the Spring.

Qualifications/Skills: 
· Professional Educator License 
· Performance Evaluation Rating of Proficient or Excellent 
· Skill in collecting, interpreting, and communicating data to a variety of audiences 
· Ability to work as a member of a team 
· Ability to use word processing and spreadsheet software 
· Possess excellent organizational skills 
· Ability to work effectively with administrators, teachers, and students 
· Demonstrate knowledge in support and intervention strategies 
· Culturally competent approaches with working with diverse student subgroups 
· Disaggregation of various assessment data (e.g., attendance, Math, Science, and English) 
· Ability to monitor student progress and provide student, parents, coordinator, and admin with written and verbal Written communication with parents and students via email  
· Phone calls to all missing students within ACT prep program
· Email and text follow up to parents regarding absences 
· Logs records of interventions in PowerSchool
 
Responsibilities include, but are not limited to the following expectations:  
Instruction:
1. Provide ACT PREP instruction and materials based on area of focus (English, Math, or Science) using evidence-based strategies during after-school and Saturday prep sessions throughout S1 and S2 of the 2024-2025 school year.
2. Collaborate with test prep services as needed to align services and support strategies for student participants.
3. Assess student performance, monitor progress, and adjust instruction as needed to maintain challenge and growth of learning throughout prep program. 
4. Source, craft, and facilitate practice assessments aligned to ACT format and focus. 
 
Assessment/Program Effectiveness:
1. Assess student and program model success based on formative and summative data. 
2. Prepares Supplemental Reports as required by the Office of Federal Programs to monitor implementation and effectiveness.
3. Monitors the implementation of ACT progress. 
4. Collects and analyzes data to gage effectiveness of interventions. 
5. Create and communicate student progress tracker. Share information with coordinator, students, and parents at three intervals throughout the program.
6. Attend all planning and review meetings to prepare or adjust program facilitation.
Communication: 
Ensure students, parents, coordinator, and administrator are aware of program and student progress. 
1. Holds individual and group sessions conferences with students to monitor their progress
2.  Logs records of interventions in PowerSchool 
3. Coordinate with prep teachers and coordinator to plan and facilitate parent and student informational meeting
 Timeframe: 
· Date of Hire through Spring All School Test Day. This is a Title funded position and ends with the 2024-2025 school year. 
Hours:
· After school hours and Saturdays throughout Semester 1 (prior to Fall administration) and Semester 2 (prior to Spring administration).


