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As a classroom instructor in a private school, it is not a requirement that I meet state or national standards as part of my teaching, so I have chosen to conduct a Job Analysis of my duties as an English instructor in my school.

	Category
	Duties
	Desired Outcomes

	Instruction


	· Prepare lesson plans

· Design curriculum

· Deliver instruction

· Facilitate learning

· Assessment and evaluation of students

· Refine curriculum or reteach students based on assessments

· Assign and keep track of learning materials (e.g. books)

· Manage classroom for learning
	· Lessons and curricula are designed to facilitate student learning

· Students are engaged in learning

· Students have learned curriculum and lessons

· Students improve on assessments and evaluations

· Curriculum meets students’ needs

· Materials are accounted for

· Classroom is managed in a way that allows students to learn

	Student Adviser
	· Discuss grades and progress with advisees

· Serve as sympathetic ear and advocate for student

· Lead discussions on topics from advisory dept./counselor

· Take homeroom attendance

· Serve as contact point for parents
	· Students learn to set goals and keep track of their progress

· Students feel they have an adult to turn to for help at school

· Students learn about a variety of topics important for their age group (e.g. bullying)

· Parents have a person to contact with questions when they aren’t sure who to direct their questions to

	Duties and Responsibilities


	· Be present 

· Be on time

· Report grades when due

· Respond to faculty emails

· Respond to parent emails and phone calls

· Serve lunch duty

· Serve detention duty

· Keep office hours for students

· Serve learning center duty

· Turn in required forms on time

· Participate in faculty meetings

· Participate in department meetings

· Participate in CP2 meetings
	· Student learning is facilitated because teacher is present and on time

· Grades are reported accurately and in a timely manner

· Faculty requests are responded to in a timely manner

· Parent requests are responded to in a timely manner

· Students are supervised at lunch

· Students are supervised while serving detention

· Students can obtain help outside of class

· Management of school is facilitated through cooperation with forms and paperwork

· I stay abreast of school and department information and goals

· I learn techniques for working with students who have learning challenges

	Professional Development
	· Keep teaching certificate current

· Seek professional development opportunities

· Obtain professional development/learning units

· Set goals, implement goals, review progress with dept. chair
	· Students have a qualified teacher

· I learn more about teaching, my students, and my field

· I continually improve as an instructor for my students

	Technology Committee
	· Ascertain needs/issues of faculty regarding technology

· Determine short-term solutions to problems

· Determine long-term solutions to problems

· Implement solutions
	· Faculty’s technology problems are ascertained and solutions are planned

· Goals are set and solutions are implemented

· Technology problems at the school are solved

	Case Studies Committee
	· Select issues to study via case studies model

· Design case study for department

· Study case study from other department

· Evaluate issues /problems in the school from case studies perspective
	· Models for potential problems are developed so faculty can use them to address real problems in the future

· Teachers can learn about issues in other departments and help implement solutions

· Teachers can create game plans to address certain scenarios


Needs Categories: Because I’m working on my portfolio, the five AECT domains are prominent in my thoughts, and as I thought about my job, I realized that my responsibilities fall neatly within these categories. At this time of my ITMA career, all the pieces seem to be falling into place, and I am making connections and thinking a great deal about my learning. Once I sorted my outcomes by the AECT domains, I was surprised to discover how many of them fit within the management domain. I tend to think of my job as having a lot to do with design, development, and evaluation, but the job analysis helped me see that while I might spend a long time on designing, developing, and evaluating student work, my duties are actually fairly evenly distributed with the exception of a large number of duties that fall under management.

	Category
	Desired Outcomes

	Design
	· Lessons and curricula are designed to facilitate student learning

· Student learning is facilitated because teacher is present and on time

· Faculty’s technology problems are ascertained and solutions are planned

	Development
	· Students are engaged in learning

· Goals are set and solutions are implemented

· Models for potential problems are developed so faculty can use them to address real problems in the future

· Teachers can create game plans to address certain scenarios

	Utilization
	· Materials are accounted for

· Students can obtain help outside of class

· I learn more about teaching, my students, and my field

· I continually improve as an instructor for my students

· Teachers can learn about issues in other departments and help implement solutions

	Management
	· Classroom is managed in a way that allows students to learn

· Students learn to set goals and keep track of their progress

· Parents have a person to contact with questions when they aren’t sure who to direct their questions to

· Grades are reported accurately and in a timely manner

· Faculty requests are responded to in a timely manner

· Parent requests are responded to in a timely manner

· Students are supervised at lunch

· Students are supervised while serving detention

· Management of school is facilitated through cooperation with forms and paperwork

· I stay abreast of school and department information and goals

· I learn techniques for working with students who have learning challenges

	Evaluation
	· Students have learned curriculum and lessons

· Students improve on assessments and evaluations

· Curriculum meets students’ needs

· Students feel they have an adult to turn to for help at school

· Students learn about a variety of topics important for their age group (e.g. bullying)

· Students have a qualified teacher

· Technology problems at the school are solved


