
 

 
EMPLOYMENT OPPORTUNITY 

 

ADULT EDUCATION TEACHER 
 

*RE-POST* 
 

POSITION SUMMARY 

Henvey Inlet First Nation is seeking a temporary, part-time Adult Education Teacher to join our Administration for a 

six-month contract. The Adult Education Teacher reports to the Education Counsellor and is responsible for planning, 

organizing and implementing an appropriate instructional program in a learning environment that guides and encourages 

adult students to develop and fulfill their academic potential. The Adult Education Teacher is also responsible for 

supervising and evaluating students’ progress and understanding of the school board’s curricula while maximizing 

student-learning experiences. This position requires excellent interpersonal communication skills and strong leadership 

skills. 

MAIN RESPONSIBILITIES  

The Adult Education Teacher will be responsible to:  

• Maintain a welcoming, safe and healthy learning environment for all staff and students 

• Prepare course objectives and outline for course of study following curriculum guidelines or requirements of the 

school board 

• Deliver planned and approved curriculum to students in an age-appropriate manner 

• Instruct students using various teaching methods that support the individual learning styles of each student 

• Develop realistic learning goals that challenge the student 

• Assign lessons and homework to aid and enforce comprehension and retention 

• Administers tests to evaluate student’s progress, record results and issue progress reports 

• Meet with students to discuss progress and counsel students on areas needing academic improvement 

• Assist student with establishing routines while providing them with positive guidance and building their confidence 

• Keep and maintain attendance records and provide monthly progress reports to the Education Counsellor and Chief 

and Council 

• Update all necessary records accurately and completely as required by laws, district policies and school board 

regulations 

• Develop and maintain current, accurate and confidential student files in a secure location 

• Ensure that classroom and teaching areas are clean, organized and safe at all times 

• Set up and put away teaching materials needed to facilitate program objectives 

• Keep up-to-date with developments in subject area, teaching resources and methods and make relevant changes to 

instructional plans and activities to incorporate emerging best practices 

• Participate in and attend all training, meetings and functions as required for work or requested by supervisor, Director 

of Finance/Administration or Chief and Council 

• Deal tactfully with colleagues, students, membership and the public 

• Present a positive and professional image of the organization at all times 

• Adhere to all HIFN Policies and Procedures 

• Perform other duties as assigned from time-to-time by supervisor, the Director of Finance/Administration or Chief and 
Council  

QUALIFICATIONS 

• Bachelor’s of Education degree from an accredited institution required; University or College degree in a teachable 

subject preferred 

• 1-3 years previous teaching experience in an adult education environment preferred 



• Knowledge and understanding of school board policies, curriculum, compliance regulations and appropriate legislation 

• Exceptional knowledge of the traditions of the First Nation Community preferred 

• Strong knowledge of adult teaching methods and the ability to recognize individual learning styles and the 

characteristics of learners 

• Current satisfactory CPIC Vulnerable Sector Police Check 

• Valid Ontario Class G Driver's License with access to a reliable, insured vehicle preferred 

• Current First Aid and CPR Level C an asset 

• Strong working knowledge of Microsoft Word, Excel and PowerPoint 

• Excellent interpersonal communication skills and the ability to inspire and encourage students in achievement of 

academic excellence 

• Excellent written and verbal communication skills 

• Exceptional organization and time-management skills 

• Strong attention to detail and the ability to perform and prioritize multiple tasks seamlessly 

• Highly resourceful with the ability to adapt to changing work needs and demands 

• Proactive approach to problem solving with strong decision-making capability 

• Excellent negotiation and mediation skills 

• High levels of patience and energy 

• Proven ability to handle confidential information with discretion 

• Professional attitude and a strong work ethic 

• Self-driven with the ability to work independently with little direction 

• Willingness to participate in ongoing learning 

HOURS OF WORK:            

Part-Time – 16 hours per week 

REMUNERATION 

Negotiable based on experience 

START DATE  

As soon as possible 

APPLICATION DEADLINE 

Posted until filled 

Those interested in applying should submit their resume, cover letter, driver’s abstract and CPIC in confidence to: 

 

Henvey Inlet First Nation – Human Resources 

295 Pickerel River Rd. 

Pickerel, ON P0G 1J0 

Tel: (705) 857-2331 

Fax: (705) 857-3021 

Email: samantha.bradley@henveyinlet.com 

 

We thank all applicants, however only those selected for an interview will be contacted. 

 

Henvey Inlet First Nation gives preference to all qualified First Nations people in accordance with Section 24(1) (a) of the 

Ontario Human Rights Code. 
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