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Position Description 

   

 
Job Title:   Adjunct Instructor 
Department:  Academic Affairs  
Reports To: Associate Dean of Adjunct Faculty 
FLSA Status:  Exempt 
Created Date:  May 2013  
Approved by:  Executive Cabinet  
Revision Dates: July 2013 
  

Summary:  An Adjunct Instructor is responsible for providing the highest quality of instruction within the 
College’s various programs.  An Adjunct Instructor must effectively plan and prepare course content to 
optimize student learning, establish and manage classroom policies, participate in the assessment of 
student learning, communicate openly with lead faculty and students, attend classes with regularity and 
punctuality, maintain currency within an assigned discipline, and project a professional demeanor.  For 
overall direction and questions/concerns related to contractual matters, delivery of instruction, performance 
evaluation, professional development, etc. Adjunct Instructors should report to the Associate Dean of 
Adjunct Faculty.  For matters specifically related to syllabi, learning outcomes, and assessment, Adjunct 
Instructors should consult with the Dean for Teaching, Learning, and Assessment.   
 
Competencies: To perform the job successfully, an individual should demonstrate the following 
competencies. 
1. Adaptability/Flexibility – embraces change with innovation, courage and resiliency. 
2. Promotes Key Values – consistently demonstrates Pennsylvania Highlands’ values. 
3. Communicates Effectively – shares information and engages in candid and open dialogue. 
4. Focuses on Customers – works to exceed expectations of internal and external customers. 
5. Produces Results – directs action toward achieving goals that are critical to Pennsylvania Highlands’ 

success. 
6. Manages Own Performance – plans and organizes time and priorities to achieve expected results. 
7. Uses Sound Business Judgment – uses knowledge of the field and common sense to make the best 

decisions. 
8. Teamwork/Collaboration – excels at building partnerships and working as part of a team. 
 
Essential Duties and Responsibilities include the following.  Other duties may be assigned. 
1. Prepare and implement rigorous course materials to include engaging lectures, relevant activities, 

meaningful discussions, appropriate assessments, and generally responsive instructional strategies that 
meet the requirements of the course and individual needs, interests, and abilities of students. 

2. Adhere to the course syllabus and ensure that all outlined learning outcomes, assessments, and 
regulating standards are met to their fullest capacities.  Develop and supply a syllabi addendum 
inclusive of the following information: instructor contact information, course specific policies and 
procedures, updated submission dates, etc. 

3. Ensure that all classes and assignments are respectful of Federal and State regulations and contractual 
obligations; that is, individual classes and course semesters should be taught in their entirety.  Time 
spent in classes, including outside assignments, should be designed to maximize student learning and 
consistent with accreditation requirements. 

4. Administer, score, and report on course-specific common assessments as per department guidelines. 
5. Submit mid-term and final grades via e-Racer. 
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6. Respect deadlines established by the administration.  All requested items should be submitted in their 
entirety by the dates requested.   

7. Establish and manage classroom policies that are clearly communicated and consistent with the 
College. 

8. Participate in ensuring that the classroom or instructional environment is healthful and safe and 
generally conducive to learning. 

9. Record attendance via e-Racer according to college policy.  Instructors must follow any attendance 
policies specifically outlined in course syllabi. 

10. Communicate openly with the administration and lead faculty concerning the course, curricula, teaching 
practices, and student issues.   

11. Provide students with access to syllabi, addendums, policies, and instructor information via e-Racer. 
12. Communicate openly with students concerning instructional expectations, student progress or lack of 

progress, changes to the course, etc. 
13. Provide academic support to students on an “as needed” basis. 
14. Attend classes with regularity and punctuality.  Absences should not exceed one hour per credit per 

class per term.  Absences must be reported to the Office of Instruction prior to or on the date of the 
occurrence. 

15. Participate in professional growth activities and maintain awareness of new trends and developments 
within areas of instructional responsibility.  Instructors will be required to attend all mandatory 
trainings/meetings pertaining to their course(s).  These trainings/meetings will occur prior to and 
throughout a given semester. 

16. Maintain a professional demeanor at all times. 
 
Qualifications: To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 

Preferred Education and Experience:  Master’s degree in an appropriate field of study is required for 
those adjunct instructors hired to teach in transferrable programs; demonstrated ability to work with a 
diverse student population.  
 
Minimum Education and Experience:  Bachelor’s degree in an appropriate field of study is required for 
those adjunct instructors hired to teach in occupational and/or certificate programs provided additional 
professional certificates and appropriate work experience are evident; demonstrated ability to work with 
a diverse student population. 

 
Language Skills:  Ability to read, analyze, and interpret a variety of texts, publications, and documents.  
Ability to communicate both orally and in writing to inform others and provide feedback.  Ability to 
demonstrate effective teaching, learning, and advising strategies.  Strong interpersonal skills including 
the ability to establish positive relationships with students, faculty and staff.  (Additional knowledge and 
skills may be required by specific programs.) 
 
Mathematical Skills:  Basic Skills, i.e. ability to add, subtract, multiply, and divide in all units of 
measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and 
percent and to draw and interpret bar graphs.  (Additional knowledge and skills may be required by 
specific programs.) 
 
Reasoning Ability:  Ability to apply principles of logical or scientific thinking to a wide range of 
intellectual and practical problems.  Ability to define problems, collect data, establish facts, and draw 
valid conclusions. 
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Computer Skills:  Demonstrated knowledge of Microsoft Office Suite.  (Additional 
knowledge/competencies may be required by specific programs.)  
 
Certificates, Licenses, Registrations:  
Criminal Background Check (Act 34), Child Abuse History Clearance (Act 151) and FBI 
Federal Criminal History – Fingerprinting (Act 114). (Additional certificates, licenses, and 
registrations may be required by specific programs.) 
 
Other Qualifications:  Knowledge of and commitment to the community college mission.  
Ability to work effectively with a diverse faculty, staff and student body.  Willingness to teach 
day, evening, and weekend classes. 
 

Physical Demands:  The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 

While performing the duties of this position, the employee is regularly required to stand, sit and talk or hear.  
The employee is frequently required to use hands to write, handle, or feel; reach with hands and arms.  The 
employee may occasionally have to stoop, kneel, crouch, or crawl.  The employee must occasionally lift 
and/or move up to 25 pounds. 
 

Work Environment:  The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
The work environment is normally quiet to moderate in noise level. 
 
Performance Standards:  The performance is considered satisfactory when: 
1. Quality of teaching/student learning is maintained at a level established by the college. 
2. Student academic needs (remedial and proactive) are met fully and completely. 
3. Academic information, including grades, is maintained, accessible to students, and submitted upon 

request. 
4. Thorough knowledge of qualified discipline(s) is demonstrated in the classroom and other academic 

settings. 
5. Participation in professional development opportunities such as start-up/orientation, meetings, 

workshops, on-line webinars, etc. 
6. Effective, cooperative work relationships are developed and maintained with students, staff and faculty. 
7. All established deadlines are respected and requested items are submitted in their entirety.   
8. Attendance is regular and punctual. 
 
 

______________________________________________ 
Employee Signature       Date 
 

______________________________________________ 
Supervisor Signature      Date 

 
 


