THE MARYLAND- NATI ONAL CAPI TAL PARK AND PLANNI NG COVM SSI ON

TI TLE: Remedi al Reading and Witing GRADE: | CODE: 2327
Speci al i st DATE: 1/ 13/ 88
SERI ES: General Adm nistrative REV: 4/ 23/ 90

Cl ass Definition

Under direction, provides instruction and training in renedial reading,
writing, and quantitative skills to Comm ssion enployees within a
depart nent. Advi ses and provi des assistance in the devel opnent and

i npl enmentation of a literacy programfor a departnment. Perforns other
rel ated duties as assigned.

Exanpl es of Inportant Duties

1. Desi gns and conducts training courses in remedial reading and
writing; prepares |lesson plans, course objectives and
instructional materials (e.g., training manuals). Obtains
films, tapes and other visual aide materials/equipment for
training sessions. Uilizes a variety of instructional
nmet hods/ techni ques to achi eve course objectives. Counsels
students on their progress and ways to inprove their
performance on an individual basis.

2. Conducts prelimnary testing of all recommended students to
assess their reading and witing, and quantitative abilities.
Identifies those potential students who would not benefit
fromthe course (i.e. students with |earning disabilities).

3. Devel ops and i nplenents course evaluation criteria.
Determ nes the effectiveness of courses. |Initiates changes to
i nprove the quality of course and to insure course
obj ectives are being net.

4. Counsel s enpl oyees on training/ educati onal opportunities to
enhance their educational devel opnent to include renmedi al
reading, witing and quantitative skills.

5. Mai nt ai ns contact with educational/training organizations and
ot her appropriate associations for the purpose of keeping abreast
of the | atest developnents in the training/education fields to
i nclude renmedi al reading, witing, and quantitative skills.

6. Keeps training records for the departnment on course
participants. Prepares status and progress reports.
Mai nt ai ns records of attendance. Monitors and maintains
records of training program expenditures to stay w thin budget.
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| nportant Worker Characteristics

A Good Know edge of (1) training adm nistration; (2) Merit System
regulations;* (3) Statistical Analysis;* (4) Conm ssion
activities;* (5) instructional nmethods and techni ques; (6)
| earni ng theory.

B. Ability to (1) handle confidential information wth
di scretion; (2) conmunicate both orally and in witing; (3) deal
tactfully and effectively and courteously with officials, staff
and general public; (4) prepare reports and records; (5) arrive at
sound deci sions through detailed anal ysis and eval uati on of
i nformati on and dat a.

C. Skill in the operation of: audio/visual equipnent.

* Devel oped primarily after enpl oynment.

M ni mum Qualifications

1. Graduation froman accredited college or university with a
Bachel or' s degree in psychol ogy, personnel adm nistration,
education or related subjects and three years of experience in

provi di ng training/education progranms which included
experience as an instructor in at |east one of the follow ng:
renmedi al reading and witing, verbal/witten communications,
quantitative skills; or

2. An equi val ent conbi nati on of education and experience.
3. One year of experience in providing adult education prograns is
desirabl e.

4. Certification as a Maryl and State Readi ng Specialist is
desirabl e.

Wor ki ng Condi ti ons

Works in office/classroom Considerable pressure to neet deadlines.



