Expository Writing Program

Department of English
Date:
April 7, 2020
To:
English Graduate Students
From:
Candice Rai, Director


Expository Writing Program

Subj:
EWP Assistant Director Position to work with the Education Outreach Program 


(EOP)
The Expository Writing Program invites applications for a new EOP Assistant Director (AD) for the next academic year. The EOP AD trains, observes, and supports new and ongoing English 109 and 110 teachers; supports other EOP/SAAS courses at the 100-200-level; gathers and creates teaching resources for these courses; helps coordinate work among EWP, the Education Outreach Program (EOP), and Student-Athlete Academic Services (SAAS); and assists with general instructor support and with ongoing EWP projects. All applicants must have taught English 109/110 and have two years of renewal eligibility remaining to be eligible for consideration. A description of the EOP AD position follows this letter.
This position requires a commitment to diversity and to providing students with access to academic success. It also requires a willingness to work with multiple offices and stakeholders in the university. Graduate students who have served as EOP ADs have found that the position provides them with an additional set of resources for the job market. Certainly, being an AD is no guarantee that you will get the job of your choice, but for those interested in pedagogy, teacher training, and/or administration, this position may prove particularly helpful.
Contingent on funding and departmental ASE renewal, we hope that EOP ADs will serve for two years, taking on a leadership position in the second year.  Applicants generally need to have two remaining years of renewal eligibility.  In the first year the EOP AD serves as AD one quarter and teaches two quarters; in the second year the lead EOP AD serves as AD for two quarters and teaches one quarter.
In order to apply, please email a 1-2 page cover letter, as well as a c.v., to Jacob Huebsch at jhuebsch@uw.edu and to Candice Rai at crai@uw.edu by Friday, April 24 by 5:00 p.m.
Letters should include the following: 1) an explanation of your interest in and your qualifications for the position(s); 2) your philosophy/approach to peer mentoring and/or teacher training; 3) a concrete suggestion for improving or developing the program (especially that you might like to participate in); and 4) any leadership or administrative experience you have in designing/completing collaborative projects.
Selected applicants will be invited for interviews scheduled during the week of April 27th or May 4th. Applicants will be notified of appointments within two weeks of the interview.

If you have any questions about the position or the application process, please feel free to get in touch with Candice Rai at crai@uw.edu or our current EOP ADs, Patrick McGowan at pjmg@uw.edu and Nolie Ramsey at bmramsey@uw.edu. 
Job Description for EOP Assistant Directors

DUTIES:
Fall Orientation

· Preparing and conducting 10 hour orientation for new English 109/110 instructors in September

· Preparing and updating orientation materials, including the Orientation Manual

· Reviewing syllabi and assignments

Spring Meeting

· Planning and leading end-of-spring meeting for next Fall’s English 109/110 instructors 
Duties Throughout the Academic Year
· Conducting classroom observations of new English 109/110 instructors and assisting with other EWP instructor observations as needed, writing observation reports, and participating in post-observation conversations with instructors
· Serving as English 109/110 instructors support (consultations, class visits, initial contact for problems) and offering general support to all EWP instructors 
· Providing pedagogical support to all EWP instructors s with an emphasis on 109/110 instructors, including consultations, class visits, trouble shooting problems, resource sharing, etc.

· Providing contact and support for classroom-related problems (plagiarism, teaching issues, troubling students, special student needs, etc.) 

· Coordinating distribution of Education Outreach Program (EOP) forms with EOP and Student-Athlete Academic Services (SAAS)
· Acting as liaison between instructors and EOP, Trio Student Support Services (SSS), and SAAS staff, such as counselors, instructors, or tutors.

· Organizing regular practicum meetings with 109/110 instructors and organizing and running special sessions and workshops on teaching issues
· Reviewing potential textbooks

· Collecting teaching materials from instructors for inclusion in department files (both electronic and paper)

· Participating in EWP staff meetings and subcommittees, and in ongoing and new EWP projects
· Maintaining 6 office hours per week when on duty in EWP office

· Develop, share, and coordinate teaching and program resources among EWP staff and teachers 

· Maintaining frequent contact with the EWP Director and EWP staff, and providing administrative support to the EWP director (crafting program documents, gathering resources, etc.)
Critical Classrooms Committee
· Chairing the EWP’s Critical Classroom Committee
Additional Year Two Duties

· Mentor incoming AD

· Tracking EOP observations to be completed each quarter and year.

· Revising and maintaining the teaching resources page for the Expository Writing Program website
· Planning and leading end-of-spring meeting for next Fall’s English 109/110 instructors with EOP, SSS, SAS, and EWP Director
