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Our growing company is looking for an educational. Please review the list of
responsibilities and qualifications. While this is our ideal list, we will consider
candidates that do not necessarily have all of the qualifications, but have sufficient
experience and talent.

Responsibilities for educational

e Provides guidance/support to help our diverse student population be
successful in the classroom

 Set high expectations for student’s doctoral work

e Provide constructive criticism and feedback

e Assists student in study preparation for the comprehensive examination as
needed

e Coordinates and oversees individual educational programs (IEP's)

e Coordinates regular meetings, documents results and progress within state
regulated deadlines

e Collects, reviews and edits progress reports with teachers, speech and
language pathologists and Assistant Director

e Coordinates staff, including hiring, scheduling, evaluation and staff
development

o Establishes staff duty roster and daily schedules

e Places high school and college interns

Qualifications for educational

e The ability to write clearly, concisely, and effectively is of the utmost
importance, since it is the primary method of communication in the field
e Minimum three years of copyediting and/or writing experience in a

publications environment



e Strong organizational skills, and the ability to work in a fast-paced
environment that requires a quick turnaround time for written materials

e The preferred candidate will have experience using the major style guides
(Chicago Manual of Style, Words into Type)

o Excellent time management and organizational skills, with the ability to
coordinate and multi-task to meet deadlines



