[image: image1.jpg]



Teaching Fellows Campus Director 

Job Description

The Teaching Fellows Campus Director is responsible for collaborating and communicating with the Center for Educator Recruitment, Retention, and Advancement (CERRA) and the home institution, completing the required CERRA paperwork, monitoring student progress, coordinating and facilitating campus and statewide program activities, recruiting potential Teaching Fellows (TFs), and networking to revise and constantly improve the Teaching Fellows Program.

The activities listed below represent some of the specific tasks a Campus Director can expect to complete.

· CERRA paperwork:  annual report, 5 year evaluation report, financial documents, probation forms, withdrawal forms, graduation forms, special requests, and surveys

· Student Monitoring and Support:  GPA and hours monitoring, program advisement, counseling, mentoring, and recommendation letters

· Coordinating and Facilitating Program Activities:  Teaching Fellows meetings/seminars (arranging speakers, agendas etc.), budget coordination, advocacy opportunities for TFs, leadership opportunities for TFs, enrichment experiences for TFs, conference and professional development opportunities for TFs, service opportunities for TFs, social opportunities for TFs, Hill Day, Interview Day, Orientation, and Advisory Committee meetings

· Recruiting Potential Teaching Fellows:  visiting teacher cadet classes, attending career and college fairs, maintaining a TF website, developing a TF brochure, and collaboration with the institution’s Admissions Department

· Networking:  attending Campus Director meetings and collaborating with other TF Institutions

Teaching Fellows identified the attributes, characteristics, and/or skills listed below as necessary for a Campus Director’s success.

Campus directors must/must be:

· A model teacher, leader

· Able to build relationships

· Ambitious, energetic 

· Approachable, personable
· Communicate clear expectations 
· Create opportunities, delegate

· Dependable 

· Fair, honest

· Helpful, resourceful
· Hold Fellows accountable

· Inclusive
· Knowledgeable, experienced
· Organized

· Professional 

· Respectful, thoughtful

· Supportive, encouraging

