
WES WATKINS TECHNOLOGY CENTER 
 

POSITION DESCRIPTION 

 

 

Job title Business and Information Technology Instructor 

Reports to Instructional Leader 

 
Job purpose 
Shall meet and instruct students in assigned classes at the locations and times assigned. 
Shall provide performance-based individualized and group instruction utilizing a variety of 
instructional techniques. Shall maintain a line of communication and work cooperatively with 
instructors, administration students and staff. Shall develop a working relationship with other 
student organization sponsors. Shall develop and maintain contacts with community businesses 
for the purpose of advisory recommendations and student placement. 

 
Duties and responsibilities 

 Shall instruct students in the importance and significance of accuracy, neatness, 
efficiency, resourcefulness and good work habits in obtaining or retaining employment. 

 Shall sponsor or co-sponsor a chapter of the student organization related to their area 
and maintain and encourage 100% participation in student organization and shall 
sponsor or co-sponsor a chapter of the student organization related to their area. 

 Shall evaluate all aspects of the students’ performance and base all evaluations and 
grades accordingly. 

 Shall maintain accurate inventory records. Shall utilize an effective system of equipment 
checkout to students to minimize loss. 

 Shall evaluate, revise and update curriculum materials and organize curriculum into 
occupationally specific areas, jobs within those areas and tasks needed to perform those 
jobs and identify curriculum to be developed in each course under each major. 

 Shall attend all mandated staff/faculty meetings and other meetings and functions as 
required. 

 Shall act as advisor to students in all relevant area of student life and develop and 
maintain plan of study and review career folder as basis to guide each student towards 
their goal within the career major provided. 

 Shall maintain student records and follow-up records on former students, and submit 
required information to Director and all necessary outside agencies by required 
deadline. 

 Shall prepare and submit progress reports and grades by required deadline. 

 Will provide necessary follow up and assistance on all students involved to levels that 
are satisfactory to the institution.  

 Shall follow all established safety protocols and procedures both in and out of the 
classroom.  

 Shall work cooperatively with the Academic Classes and the Careers Assessment Center 
to provide academic and educational services for students. Shall ensure all students pre-
test / post-test, as per schedule from Career Advancement Center Coordinator as 
mandated by District. 

 Shall ensure all students complete WorkKeys assessment as per schedule from Career 
Advancement Center Coordinator as mandated by District. 

 Shall adhere to terms and conditions as outlined in employment contract and employee 
handbook 



 

 

 

 

 
 

 Shall possess knowledge of safety equipment and its uses during designated activities 
and of OSHA requirements.  Knowledge of hazardous materials and the proper use and 
disposal of hazardous materials and of current school laws and/or state and federal 
regulations related to instruction in the classroom. 

 Shall maintain a line of communication and work cooperatively with instructors, 
administration and staff. 

  Shall develop a working relationship with other student organization sponsors. 

 Shall develop and maintain contacts with community businesses for the purpose of 
advisory recommendations and student placement and maintain an active career major 
advisory committee, which meets a minimum of twice a year. 

 Other duties as assigned 
 

Qualifications 

 High school diploma/equivalent, with an Associate’s degree or higher. 

 Bachelor’s Degree in Education preferred. 

 Three years teaching experience preferred or experience in business applications or a 
closely related field. 

 Business and visual communications technology knowledge and experience with the 
following topics: Adobe, Microsoft Office Suite, InDesign, Illustrator, Apple products etc. 

 Currently hold or have ability to obtain certifications in any of the following areas: 
Microsoft, Adobe. 

 Must possess or qualify for a Teaching Certificate issued by the Oklahoma State 
Department of Education and be approved by the Oklahoma Department of Career and 
Technology Education. 

 Must possess a valid Driver’s License. 
 
Working conditions 
Classroom and Lab setting. Incumbent must be willing and able to perform all job-related travel 
normally associated with this position.   
 
Physical requirements 
Ability to speak and hear clearly. Ability to deliver presentations and instructions in logical, 
sequential order. Ability to stand prolonged hours and to move about the classroom/lab area. 
Ability to lift 30 pounds from floor to 4-foot level.  Must not pose a direct threat to the health or 
safety of other individuals in the workplace. 
NONDISCRIMINATION ACTION STATEMENT 
Wes Watkins TC District 25 is in compliance with federal laws and regulations and does not 
discriminate on the basis of race, color, national origin, religion, sex/gender, age, disability or 
veteran status.  This includes, but is not limited to, admissions, employment, financial aid, and 
educational services.  Inquiries concerning application of this policy may be referred to WWTC, 
Student Services, 7892 Hwy. 9, Wetumka, OK  74883, (405) 452-5500 
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