
 

Job Description 
Asociación Educando con Cristo 

Colegio El Camino Academy 

 
Version: 01 
Revision date: August 2019 

This job description is an integral part of ASOCIACION EDUCANCO CON CRISTO’s contract with the 
employee. 

Information about the Position 

Position: Classroom Teacher Area: Academic 
Supervisor: Principal or Spanish coordinator, 
ultimately to Academic Director and Director 

Staff supervised: teacher aides in elementary and some 
MS 

Schedule:  7am-4pm Type of contract:  School year , 10 months, 11 months, 
12 months 

Overall responsibility:  
Responsibilities:   
The teacher has the major responsibility of instruction in the assigned curriculum area.  In the implementation of 
this responsibility, s/he is expected to: 

 
1. Teach classes as assigned on the master schedule. 
2. Be informed as to the academic, spiritual and social development of each student. 
3. Employ those instructional aids, methods and materials that provide for creative teaching. 
4. Follow the prescribed curriculum. 
5. Update, fill in and continually polish curriculum guides. 
6. Model and enforce the guidelines in the student handbook.  Strive for keeping professional and high 

standards throughout the school. 
7. Maintain regular communication with parents regarding each student's academic progress (progress 

reports, quarterly report cards, scheduled parent-teacher conferences and other parent- or teacher-initiated 
contacts), and take initiative to communicate with parents regarding concerns. 

8. Post homework and grades at least weekly on RenWeb 
 

 
Specific Teaching Tasks 

1. Prepare adequately to accomplish objectives established for the classes assigned. 
2. Plan broadly through the use of semester plans and objectives and more concretely through the use of 

daily lesson plans. 
3. Maintain adequate and accurate records of attendance, grades, resources, and other pertinent information 

to meet the requirements of ACSI, the Colombian government, the school administration, and the teacher's 
own need for knowledge of student progress. 

4. Make homework assignments for drill, review or enrichment in ways that promote student responsibility 
and the development of self-study skills and which stay within ECA standards. 

5. Request from department chairperson or principal additional instructional aids and materials for classroom 
use as needed. 

6. Use field trips, guest lectures, and other media as well as varied activities for creative and interesting 
teaching. 

7. Maintain proper discipline in the classroom and on school premises to promote a positive teaching 
environment and good interpersonal relations. 

8. Consult with resource people and available specialists to meet special needs of students who are gifted, 
have a learning disability or have ESL/ELL needs. 

Non-Teaching Tasks 

1. Attend and participate in scheduled department meetings, general faculty meetings, committee meetings, 
Board/faculty activities, PTF meetings, faculty prayer times or devotions, and other functions of the school 
when related to the teacher's area of responsibility.  Advise the Director or principal if it is necessary to 
miss a scheduled meeting. 

 

 



2. Accompany grade level on field trips planned for them unless otherwise clarified. 
3. Administer standardized testing when needed. 
4. Take advantage of opportunities for professional development by continuing to read both within and 

outside one's own area of teaching, attending workshops and conferences, and by taking graduate courses 
of study when possible. 

5. Supervise student activities as assigned. 
6. Communicate all teaching concerns to the department chairperson, principal, Academic Director or 

Director. 
7. For pre-arranged absences the teacher is responsible (with help from the office and/or principal) for finding 

a substitute.  Approved reasons include school or professional activities, necessary legal, health, or bank 
appointments, or mission obligations.  Substitute plans must be left with the principal and the substitute 
coordinated and communicated. 

8. In the case of emergency absences (illnesses, accidents or other urgent occurrences), notify the principal, 
Director or office and they will find a replacement. 

9. Fulfill office deadlines for turning in grades, forms, and communicating fines, etc. 
 

Supervision:  
1. If teachers are assigned a teacher aide, he/she is responsible to train and give instructions.  The teacher 

is responsible to supervise the aide’s work with students. 
2. All teachers are responsible to supervise their own assigned students and to supervise any ECA student 

in shared areas. 

Personal Responsibility: agreement with Spiritual and Professional Norms is an integral part of this contract. 

Handles Financial Documents:  ☐High     ☐Medium     ☒Low 

Handles Equipment/Tools:   ☒High     ☐Medium     ☐Low 

Handles Confidential Information: ☒High     ☐Medium     ☐Low 

Contact with the Public:   ☐High     ☒Medium     ☐Low 

Position Profile 
Education needed: Teachers should be college graduates, and preferably trained and certified teachers.  All 
should be ACSI certified or working toward ACSI certification 
Certification needed: All teachers must be ACSI certified within 2 years of beginning at ECA. 

Experience needed: 1 year 
 
This is a complete and accurate description of the duties and responsibilities of my position. 

I have read and understood and agree to fulfill its requirements. 

 

____________________________  _________________________________  ________________ 
Name     Signature     Date 
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