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James V. Brown Library 
Position Description 

 
 
Job Title:           Adult Education 

 
Department:       Learning Center 

 
Classification:  Library Assistant III 

 
Reports To:        Family Literacy Coordinator 

 
FLSA Status:    Non-Exempt 

 
Date Approved: 

 
Summary 
 
The Adult Education Instructor is responsible for providing adult education  services 
to ABE/GED participants.  The employee will establish and maintain working 
relationships with other community agencies to connect with eligible participants and 
will plan and provide instruction for adult education participants.  This is a part time 
position.  
 
Essential Duties and Responsibilities The following list is representative of the 
typical duties and responsibilities performed.  The employee’s actual duties and 
responsibilities may vary slightly depending on department needs and individual 
assignments. 
 
1. Provide adult education services to adults. 
2. Conduct initial intake and assessment on adult participants. 
3. Provide instruction in a variety of subject areas. Plan, prepare and develop 

various teaching aids and classroom presentations to meet individual needs 
and abilities of adult participants. 

4. Maintain student attendance, performance and confidential records. 
5. Maintain hard copy files and submit to the appropriate entity when required. 
6. Participate in the program improvement activities. 
7. Provide referral and counseling as needed by clients. 
8. Develop, in conjunction with the Literacy Department head and other staff  

recruitment and retention strategies for both participants and volunteers. 
9. Maintain collaborative relationships with community agencies to identify and 

connect with eligible program participants. 
10. Work with other library system staff to incorporate the use of the library and its 

resources by adult learners and parents enrolled in the program. 
11. Perform other tasks as assigned by the Department Head. 
 
 
 
 
Education and Experience 
 
Must possess a Bachelors degree in adult education, human services or social work 
or its equivalent in experience.  Experience and understanding in dealing with the 
special needs of adult learners preferred. 
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Special Skills/Certification/License 
 
1. Ability to orally communicate effectively in English with others in all levels of 

groups and individual contacts. 
2. Ability to communicate effectively in writing, using the English language. 
3. Ability to use technology for clients and program record keeping. 
4. Ability to work well with and lead others as part of an Instructional/Case 

management team. 
5. Knowledge of time management processes. 
6. Ability to present oneself in a professional manner to include personal 

appearance and a pleasant demeanor to others. 
7. Ability to apply concepts and information acquired from meetings, conferences 

or related literature to accomplish project goals. 
8. Willingness to travel to various sites and staff development activities. 
9. Ability to provide personal reliable vehicle for own travel requirements. 
 
 
Working Conditions and Physical Demands 
 
Physical requirements include ability to move around the facility, walk, sit, bend, 
climb, kneel, carry and stoop; ability to use hand and finger motion with enough 
manual dexterity to use computers and handle library items; lift up to 25 lbs, or 
greater with assistance, and perform other efforts as identified with normal library 
work; must have the ability to communicate with patrons effectively; have the ability 
to talk with clarity, and be able to listen to patrons accurately; must have specific 
vision abilities (adjusted) that include close and distance vision with good depth 
perception; reasonable accommodations may be available.  Typing ability and 
computer skills are essential.  Duties are performed in surroundings where 
undesirable physical conditions and hazards are minor and controllable. 
 
 


