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Position Information

EOC Instructor (12 month)
Educational Opportunity Center
University at Buffalo

Buffalo, New York

Mar. 7, 2025

06/25/2025
Available immediately

Lecturer/Instructor
Vocational/Technical
Humanities - English
Health Sciences

Education

https://apptrkr.com/6053918

EOC Instructor (12 month)

Position Title: EOC Instructor (12 month)
Department: Educational Opportunity Center
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Posting Detail Information

Position Summary

The Buffalo Educational Opportunity Center (BEOC) is seeking a knowledgeable and passionate
individual to join our faculty as an EOC Instructor (12 month). The successful candidate will work within
the Instructional Services Unit to manage the educational activities of the program(s) they are assigned
to teach and all students, classes and labs affiliated with the program(s). The Instructor will also be
responsible for any applicable accreditation commission standards or agency regulations as well as all
program policies and procedures including those stated in the catalog or available internally on the
Centers webpage. Candidates should have the ability to teach seated, remote, and online courses in
one or more of the following subject areas:

Allied Health Services Programs

Central Sterilization Technician (CST)
Certified Nurse Assistant (CNA)

Dental Assistant

Dental Office Assistant

Medical Billing & Coding Specialist (MBC)
Registered Medical Assistant (RMA)

O O O O O ©O

Vocational Programs

Commercial Drivers License (CDL)
Construction

Customer Service

Incumbent Worker Series (IWS)
Security Guard

Academic Programs

Academic Review - Basic Literacy: Reading & Writing, Math, Science, and Social Studies
College Preparation

English as a Second Language (ESL)

High School Equivalency (HSE) - All Subject Areas


https://apptrkr.com/6053918
https://www.buffalo.edu/eoc.html
https://www.buffalo.edu/eoc.html
https://www.AcademicKeys.com/r?job=254076

| AcademicKeys

UNLOCKING ACADEMIC CAREERS

EOC Instructor (12 month)
University at Buffalo
Direct Link: https://www.AcademicKeys.com/r?job=254076

Downloaded On: Mar. 12, 2025 5:18am
Posted Mar. 7, 2025, set to expire Jun. 25, 2025

In this position, you will:

e Ensure integrity, accuracy and efficiency of academic activities including classroom, lab, and
externships.

e Oversee monitoring of students including those in online or blended classes.

e Track and enter student attendance dalily.

e Evaluate student progress through formative and summative assessments and enter this
information into student data tracking system.

¢ Review student records for satisfactory academic progress in the program and advise students
regarding academic progress from enroliment to graduation.

e Ensure appropriate facilitation and maximum participation in both end-of-course student
evaluations and Student Satisfaction Surveys.

¢ Assist with student orientations.

e Engage in appropriate, documented, and timely faculty development via University resources.

e Supervise externships and ensure all students receive appropriate and sufficient experience.

e Conduct all instructor observations as per policy and requirements.

¢ Create, review, and develop curriculum.

e Complete and submit assigned reports and attend/conduct meetings as required by supervisor.

¢ Assist with catalog review and ensure program is in compliance with Center catalog and internal
policies at all times.

e Serve as a substitute instructor in the classroom or lab as required.

e Ensure classroom equipment is in proper working order and all required instructional and student
materials are acquired and available, as appropriate.

e Coordinate with the Director, Student Support Services with regard to job openings, potential
candidates, and/or any placement updates.

e Attend professional development sessions, meetings, and courses as required by supervisor.

¢ Assist with planning for Commencement and attend the Commencement Ceremony.

e Other duties as assigned by supervisor or their designee.

About the Buffalo Educational Opportunity Center

The Buffalo Educational Opportunity Center (BEOC), an adult education enterprise, of the State
University of New York, University Center for Academic and Workforce Development (UCAWD), with
an annual enrollment of 1,940 students, is seeking applications for an EOC Instructor (12 month). The
mission of BEOC is to produce lifelong learners who are self-directed, empowered, and committed to
excellence. Residents of the surrounding Buffalo community are provided a range of services designed
to develop the academic and workforce development skills necessary to become self-sufficient.
Programs and services are structured to adapt to the needs of our students - as well as to the
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demands of our community - and serve as first steps toward the attainment of long-term educational
and employment skills.

Outstanding Benefits Package

Working at UB comes with benefits that exceed salary alone. There are personal rewards including
comprehensive health and retirement plan options. We also focus on creating and sustaining a healthy
mix of work, personal and academic pursuit - all in an effort to support your work-life effectiveness. We
support your growth and development through our career coaching and training department and we
qualify as a public service loan forgiveness organization. Learn more about our benefit packages.

University at Buffalo is an affirmative action/equal opportunity employer and, in keeping with our
commitment, welcomes all to apply including veterans and individuals with disabilities.

Minimum Qualifications

Bachelors Degree in subject area or a related field.

3 years of recent relevant experience.

Familiarity with computer applications in field.

Excellent oral and written communication skills.

Must be available to work weekends and evenings and have a strong working knowledge of best
practices in field.

Strong analytical, problem solving, and interpersonal skills.

Computer literate in Microsoft Office Suite and Outlook.

An equivalent combination of education and experience will be considered.

Preferred Qualifications

e Masters Degree in subject area or a related field.
e Teaching, education, and/or management experience.
e Experience in using online Learning Management System(s) to support education.

Salary Range
Competitive

Job Type
Full-Time


https://www.buffalo.edu/administrative-services/for-faculty-staff/benefits/state/uup.html
https://www.buffalo.edu/administrative-services/for-faculty-staff/benefits/state/uup.html
https://www.AcademicKeys.com/r?job=254076

N

bl AcademicKeys

UNLOCKING ACADEMIC CAREERS

EOC Instructor (12 month)
University at Buffalo
Direct Link: https://www.AcademicKeys.com/r?job=254076

Downloaded On: Mar. 12, 2025 5:18am
Posted Mar. 7, 2025, set to expire Jun. 25, 2025

Special Instructions Summary

Is a background check required for this posting?
No

Contact Information

Contact's Name: Jacqueline Boyd

Contact's Pronouns:

Contact's Title: Director of Instructional Services
Contact's Email: jmboyd@buffalo.edu
Contact's Phone: 716-645-1934

Posting Dates

Posted: 06/25/2024

Deadline for Applicants: Open Until Filled
Date to be filled:

jeid-62dabeb74a3e4c4ea72000ef6fdb2868

Contact Information

Please reference Academickeys in your cover letter when
applying for or inquiring about this job announcement.


https://www.AcademicKeys.com/r?job=254076

—
bl AcademicKeys

UNLOCKING ACADEMIC CAREERS

EOC Instructor (12 month)
University at Buffalo
Direct Link: https://www.AcademicKeys.com/r?job=254076

Downloaded On: Mar. 12, 2025 5:18am
Posted Mar. 7, 2025, set to expire Jun. 25, 2025

Contact
N/A
University at Buffalo


https://www.AcademicKeys.com/r?job=254076

