
 

JOB NOTICE 

Albany Park Community Center 

Part-time Adult Education Instructor (ESL Level 1 and 2)  
 

 

Albany Park Community Center, an Equal Employment Opportunity Employer, is seeking a Part-time  

Adult Education Instructor (ESL Level 1 and 2) for its Adult Education Program located at 5101 N. Kimball Ave., 

Chicago, IL 60625.  
 

Work Schedule: Saturdays, 8:30AM to 2:30PM. Position is 6.5 hours per week: 4 hours of teaching time 

and 2.5 hours of preparation time (required to complete at least half of your prep time on-site special 

project work), data entry, and team meetings (attendance required at teacher meetings once a month). 

 
Examples of Duties and Responsibilities:  

1. Plans and delivers instruction to enrolled adult learners at times and location(s) assigned and 

within program curriculum and service guidelines.  

2. Is on site a minimum of 30 minutes before each class is scheduled to begin. 

3. Prepares and records daily lesson plans. 

4. Creates syllabus aligned with APCC’s ESL Curriculum, including Illinois state ESL Content 

Standard codes, within the first two weeks of class. 

5. Incorporates Career Foundations Curriculum into syllabus and lesson plans. 

6. Records learner attendance and participation in other learning activities. 

7. Assesses adult learners’ skills, needs, and interests. Helps students set attainable goals and 

plans. 

8. Observes the progress of learners, and keeps records and documentation of individual progress. 

Conducts and records results of teacher-learner conferences. 

9. Communicates regularly with students on attendance, assessments, and other needs.  

10. Collaborates and consults with other staff members toward integration of all program 

components (ex. participate in field trips, special activities). 

11. Researches, selects, develops, and applies effective curriculum, instructional methods, and 

materials.  

12. Manages and monitors learners’ use of materials in the classroom. 

13. Participates in departmental projects, events, and operations. 

14. Performs other duties as required by supervisor.  

15. Actively works on professional growth by attending conferences, staff meetings, and pre-

service and in-service training as provided, some of which may be supported by the agency. 

Makes contributions to the knowledge and skills of other staff members. 

 
Qualifications: 

1. Bachelors’ degree required, Master's or Certificate preferred, from an accredited institution, 

with a concentration in Teaching ESL, Applied Linguistics, English or a related field. 

2. At least three years’ year full-time equivalent of teaching experience in a similar setting. 

3. Very good oral and written communication skills (in English) are required. 

4. Fluency in a foreign language is recommended. 

 
Please send cover letter and resume to: Michael Matos  

     Albany Park Community Center  

     5101 N. Kimball Avenue, Chicago, IL 60625  

     Phone: (773) 433-3742; Fax: (773) 304-1970  

                                                                    E-mail: adulted@apcc-chgo.org                                     Posted 8/2017                  


