
Job Description            

    
 
 

Position Title:  Instructor, Business  
 
Classification Level: Instructor Grid 
Hours of Work:  As per employment contract 
Immediate Supervisor:  As per employment contract 
Location:   As per employment contract 
 
 
SCHEDULE DETAILS: 
 
The position operates on Instructor Hours and typically operates within the normal operating hours of the 
College. However, the responsibilities of the position may require work outside of normal operating hours 
or days of the College. The candidate must be prepared to schedule hours of work according to the 
demands of the position, including weekends and evenings if necessary. Some out of region and in 
region travel will be required. 

POSITION SUMMARY: 

 
This position is primarily responsible for instruction of one or more classes from a variety of post-
secondary brokering agencies.   
 

JOB DUTIES AND RESPONSIBILITIES: 

 
1.  Instructing: 

 Provide instruction in specific programs as assigned. 
 Instruct practical and theory in all areas of the program. 
 Prepare and deliver lessons, assignments, lectures and demonstrations. 
 Evaluate students through the use of exams, assignments and projects. 
 Practice good interpersonal skills and have a willingness to work in a “team” environment. 
 Control inventory and student records as outlined by the College. 

 
2. Program Planning & Promotion: 

 Participate in the planning process to assist in determining College program plans. 
 Assist in developing and implementing new programs.   
 Assist in the development of program enhancements. 
 Act as a subject resource when required to do so. 

 
3.  Communications and Decision Making: 

 Communicate effectively with staff, clients, potential clients, other agencies, institutes, 
organizations, stakeholders, and the general public. 

 Refer specific training requests to the appropriate College personnel.  
 Participate in meetings and discussions with stakeholders such as co-workers, clients, agencies, 

business and industry, educational institutions, partners in program development and delivery, 
and aboriginal organizations. 

 Participate in the team decision making process. 
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4.  Additional Duties: 

 Other duties as assigned. 
 

QUALIFICATIONS: 

 
1. Education & Experience 

 The minimum education and experience qualifications for this position are set by applicable 
brokering agency(s).  

o Specific qualifications will be outlined in posting notice. 
 Must receive approval from necessary brokering agency(s). 
 Demonstrated experience working in a cross-cultural environment. 

 
2. Knowledge, Skills & Abilities 

 Demonstrated proficiency in course delivery.  
 Demonstrated proficiency in the use of computer applications, including communications 

technologies, spreadsheets, word processors, internet usage, and other applications.  
 Demonstrated oral and written communications skills. 
 Demonstrated effective public relations and public speaking skills.   
 Demonstrated interpersonal skills and the ability to work in a team. 
 Demonstrated analytical and problem solving skills. 
 Demonstrated ability to analyze needs, solving problems, and make recommendations. 
 Demonstrated experience in managing multiple tasks. 
 Ability to travel as required by the position. 
 Demonstrated personal responsibility for the performance necessary to achieve individual and / 

or team goals and objectives. 
 Ability to research information and opportunities, make decisive decisions, and use deliberate 

strategies to influence, persuade or inspire others. 
 Ability to adapt to changing circumstances. 

 
3. Other Requirements 

 Valid Driver’s license is required. 
 Satisfactory Criminal Record Check and Vulnerable Sector Check Required 

 
 
 
I hereby acknowledge that I have received, read and understand this document: 
 

Please sign and return one copy to Human Resources. 
 
 

 
_____________________   ____________________    ____________________  
Incumbent Name                 Signature                           Date 
 
 
 
 
 


