Gra
Job Class Level

Ful support work

Instructional Support Career Ladder

Senior Instructional Assistant

Full performance

Instructional Associate
25

Instructional Lab Coordinator
27

MONTGOMERY
COLLEGE

b Manager
Eil

Supervisory professional work.

E ducation (Minkmum) ‘Associates Degree or an equivalent combinalion of raining, education and |~ Bachelor's degree or an equivalent combination of training, education and Bachelors degres (rlevant fisld) 1) [Bachelor posttion s assigned to)
xperience (relevant feld) experience (relevant field)
s 2 years methods and techniques used in assisting students fo understand | 2 years in a laboratory appropriate o the position assignmen; setting up and | 3 years wloring and demonsirating concepts associated with subject matter 4 yaars relovant experionce A 1 yearead
- subject igned o; seting maintaining annropna«e equipment ssignment e P > perviory
Required) WA NA NA NA
WA WA NA NA
- Knowledge of the principles and pracices of subject area where (e POSIION | lcdao of the methods, proceduros, principies, practices, - Knowiedge of he principk ractices of Towhich |- Knowlsdgs of  procedurs. st
| 2ssne niucloraltchlog andccoton of assigned subjectarea Iaboratory work, toce, squipment, meterice, st sufficient o explanand demonsiate sy it oo, pracos et | paroorae computer rograms and eioment, o
nowledge of moden office procedures and praciices 3 fone. i i with regard to|area. nowledge [reguiations, rules, polices, procedures, supervisio
[Knowledge (Required) e it e learing resources. ork,tools, equipment, materials, hazard/safety managomnt rinipe,budget acmnisraton principls, raning

ractices, procedures, and record keeping Knowledge of offce
Cetwers applatons uth o nrd pecessing,spreacheet . and iemel
|and Windows-based applications.

precautions,
purchasing, and record keeping.

Role Summary

+Provides instructional support [0 faculy and students 1o facillale teaching and

Provide Jpport (o faculty and
o

by reinforcing faculty
ep!

o of classroom
laboratories and laboratory saety training materials.

[carning aiy operatons and acties. “Selup and og through ecioned nsvuctond lvorao

Provide system software training and end user support. o students. learning, mnmcm
Js, and othor supplies iough classroom experimer

Lovel of Autonomy Under general supersisor Under general supervision Under perodic supervision Under perodic supervision Under perodic supervision

Core Functions repare materals and sel U eauipmentfor s Resam 3 and Vs, qudes, esson plans, | 1dentfy Istrucional acivites that wl suppor e
demonstations. Provide system software raining and end user support. [exercises in et aneamig resurces. explaiing and discussing sbfcs andleamin|rsuctonl aicies of o sboron: raniz e vk -Supervise various level of staff o nclude,priorizing, and
Maintain inventory of supplies, materials, computer hardware and software,  [to support instructional objectives. “Prepare . instruments and tools for use by assigning work, conducting performance evaluations, training
associated pars, manuals, and documentaton “Administor ivorstris  nardwaro suppor, raning and o o sa,faculyStdents. Provee drecton  h falaton ofstodent. Sl i, erminatng,and recommending dscilnary actons
assessmont and other tesis o students and explain resus: laboratory experiences. Assemble and check equipmen for|1Manage al aspecis o the daiy operations ratory,

student learning and performance.

tools,
Unpack and put awey deianos of materats. Eneute secumy of eqmpmem
storage and stock rooms and monitor inventory equipment and supplies for
replenishment as necessary. Inspect and test equipment and supplies. Identify
maintenance issues for reporting to appropriate parties.

inthe

Construct apparatus or devices as may be required.
Maintain system and applications software, peripheral
oaupment,boards and adc o, producityuifis and

riterance o acity edupment. -Plan, deig,coernal,and
ecommend acity cranges andcpment ncds.Rosearch
products and lechno\ogy‘ commuricating wih voniors and
rchase:

other special

o acien o st and roparos varous naatve
o

the lab
of safety of staf, students, and equipment to ensure applicable
rules, regulations, policies, procedures, and praclices are
followed.

Core Skills

- Service orentation
- Proaciive

- Planning / coordination / organization
- Time management

- Verbal and writen

"~ Service orientation
- Proactive
Pl o rgzaton
- Time managem

. Veroat an e commuricaton
- Technology literacy: offce suie software, ERP software, social media

- Service orentation
.+ Proactive.
-+ Planning / coordination / organization
- Time management

- Verbal and written communication

- Service orentation
- Proaciive

- Planning / coordination / organization
- Time management

- Vora and writan commuricaton

[ Service orientation
- Proactive.

+ Planning/ coordination / organization
- Time management

- Voroal and witen commuricaton

echnoloy ieacy. ffce s sotware, ERP sofware, social media - iog . ERP softw: i medi . ERP software, ay . ERP softw "

- May guide student assistants - May guide student assistants - May guide student assistants social media mex

- May uide student assistants - Msy quide student assistants

[Core Competencies (Proposed) |- Accuracy and thoroughnoss. Aoy andhrouginoss [ Aoy anderovginess ‘Accuracy and thoroughness [ Aoy andeovginess

- Collaboration - Collaboratir - Collaborat - Collaboration - Colat

- Adaptable - Adaptable aceptove - Adaptable ~Adamable

- Innovative - Innovative « Innovaive - Innovative « Innovative

- Integrity - Integrity -+ Integriy - Integrity ity

- Iniiative - Iniiative -+ Iniiative - Initative: -« Initiative:

- Criical thinking - Criical thinkin - Critcal thinki - Criical thin - Critcal thinking

. Docison making | prolem sohing cision makmg 1 problem soiving  Decision making ot sobing . Docison making | prolem sohing  Decison makin bl soing

- Strive toleam . Stve o lom -+ Strve o e - Strive toleam -« Strve o lear

- Communication . Communication . Comminicaton - Communication - Cammumcaﬂan

- Service orientation - Service orientation - Service orientation - Service orientation Service orientation

ds and needs and tak i ds and

-« Leadership

-« Leadership

+ Leadership

-« Leadership

- Loadershin

Inssucsonsl upportCaeer Ladder Fal e

i




