
BUSINESS EDUCATION TEACHERPRIVATE 

QUALIFICATIONS:

1.
Valid Oklahoma Teaching Certificate.





2.
Degree(s) required and area of major study.





3.
Kind and amount of prior job experience required.





4.
Such alternatives to the above qualifications as the Board may find appropriate and acceptable.

REPORTS TO:

Principal

JOB GOALS:


To develop in each pupil an understanding of our American business system and its place in the nation's economy; to provide knowledge needed for intelligent consumption of business services; to develop practical business skills for personal use or for use in business occupations; to encourage pupils to develop work and personal habits essential for success in business.

PERFORMANCE RESPONSIBILITIES:

 1.
Teach knowledge and skills in one or more of the following subjects to secondary pupils: typing, shorthand, note-taking, bookkeeping, record keeping, office procedures, merchandising, business communications, data processing, or basic business.  Utilize course of study adopted by the Board of Education and other appropriate learning activities.

 2.
Instruct pupils in citizenship and basic subject matter specified in state law and administrative regulations and procedures of the school district.

 3.
Develop lesson plans and organize daily classes so that demonstration, instruction, and practice can be completed within the allotted time.

 4.
Demonstrate skills such as shorthand and use of office machines, and techniques such as those used in merchandising.  Prepare appropriate instructional aids and display materials to enhance learning.

 5.
Instruct pupils in use, care, and safe operation of business machines.  Make minor adjustments and requests repairs to equipment as required.

 6.
Maintain an auditable record of pupil attendance and make daily reports.

 7.
Control assigned district-owned office equipment and supplies to prevent loss or abuse.

 8.
Establish and maintain standards of pupil behavior needed to provide an orderly, productive environment in the laboratory-type classroom where several kinds of activities may be taken place simultaneously.

 9.
Instruct pupils in importance to employers of accuracy, neatness, efficiency, resourcefulness, and good work habits.

10.
Evaluate each pupil's performance, knowledge, and skills in course being taught and prepare pupil progress reports and employment references.

11.
Maintain continued contact with business community to keep in touch with job entry requirements and current business methods and equipment.

12.
Evaluate, select, and requisition books, instructional aids, equipment, and instructional supplies and maintain required inventory records.

13.
Maintain professional competence through inservice education activities.

14.
Communicate with parents and school counselors on pupil progress.

15.
Supervise pupils in out-of-classroom activities during the assigned workday.

16.
Participate in curriculum and other developmental programs.

17.
Participate in faculty committees and the sponsorship of student activities.

18.
Other concerns or duties deemed necessary by the Superintendent or designee.

TERMS OF EMPLOYMENT:
Minimum 180-day contract.  Salary and work year to be established by the Board.

EVALUATION:
Performance of this job will be evaluated annually by the building principal.

Approved by: ______________________________________ Date: ___________
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