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Job Description:  Academic Director

Time commitment:  40 hours per week
FTE: 1

Status: Exempt
Benefits:  Eligible
Reports to: Program Director

The Academic Director of Telos Academy, under the direction of the Program Director of Telos RTC, coordinates educational services for students attending Telos Academy.  The employee provides leadership in development and implementation of academic goals and programs.  He/she represents Telos in its working relationship with other academic and administrative units. The employee must be familiar with the policy and procedures of Telos Academy, Telos Residential Treatment Center, and Telos Anthem House.
The employee must have the ability to communicate effectively orally and in writing with a wide range of people.  He/she must speak confidently as well as have the ability to work on own initiative with limited supervision.  The employee must have the ability to work under pressure yet have a flexible and versatile attitude to working arrangements.  Employee must have the ability to maintain good working relationships with co-workers, supervisor, leadership, parents, students, and various referral personnel.

Qualifications: 

· Current license in educational administration (licensed to be a school principal. Master’s degree) 

· 3-5 years of experience 

· Secondary experience preferred

· Special education experience preferred

· Teacher training and development (professional development)

· Knowledge of best practices in education to ensure student learning

· Ability to create a vision, mission, goals for the school
· Knowledge of what creates an effective school and ability to execute 

· Knowledge of the State CORE Curriculum

· Knowledge of credits needed for graduation

· Ability to inspire others to change and grow through relationships

Competencies/Measurements:

· Leadership

· -planning

· -comprehension of organizations problems

· -analysis of organizations problems

· -Desire to succeed

· -Education/knowledge

· -Professional development

· -Teamwork

· -Communication skills both oral and written

· Orientation to internal and external clients

· -Tolerance to pressure

· -Emotional intelligence

· -Negotiation

· -Proactive

· -Autonomy

· -Sensitivity

· -Adaptability

· -Flexibility

· -Common Sense

Duties and Responsibilities:

· Keeping Telos Academy accreditation updated yearly
· Scheduling Telos Academy’s annual calendar and yearly schedule

· Sending registration/request for transcripts forms 

· Scheduling courses/classes including individual student schedules

· Regularly assessing/observing students in class

· Addressing the individual needs of each student

· IEP’s/ including implementing accommodations when applicable

· Tutoring students when necessary

· Preparing grades every ten weeks/per quarter including elective therapy grades

· Implementing independent study program when needed

· Responding to parent’s requests, comments, questions, phone calls, emails, etc.

· Administering of Woodcock Johnson III/ Other academic testing
· Keeping teachers informed/oriented with students

· Evaluating teachers every trimester

· Registering students for SAT/ACT when applicable

· Consulting with parents during Family Days

· Assisting with student’s transition including transcript requests, letters of recommendation, etc.

· Charting monthly of students academic progress

· Attending treatment team if possible Tuesday, Wednesday, and Thursday (9-1)

· Attending leadership meeting Monday (10- 11:30)

· Meeting with perspective parents, educational consultants, other visitors, etc.

· Reviewing testing/assessments for admissions on perspective students
Other assignments:

· Setting annual and trimester goals for Telos RTC CQI program
· Other administrative tasks as needed

I certify that I am physically and mentally fit to perform the duties of this job as stated in the above description and that I will alert my direct supervisor if this changes.

Employee Signature______________________________________________________

PO Box 537  (  Orem, UT 84059-0537  (  Phone: 801.426.8800

Fax: 801.426.8825  (  Website: www.telosrtc.com  


