
 
Apogee (4th-6th), Spectrum (7th-8th), and Equinox (9th-12th) Programs 

 
Academic Coordinators (ACs) provide administrative support to and supervision of the teachers, teaching assistants, 
and students.  
 
CTD Academic Coordinators (ACs) are required to: 
 
Pre-Session: 

1. Arrive on campus June 19 at 12:00 noon to begin training. 
2. Work from approximately 7:30 am to 4:00 pm weekdays, although ACs must be available at any time during 

the session to address any issues that may arise. ACs are advised to consult with their Program Coordinator 
before scheduling personal activities that may interfere with the AC job.  Some evening and weekend hours 
are required for ACs, particularly on Opening and Closing days (Sunday, June 29th; Friday, July 18th; Sunday, 
July 20th; Friday, August 8th).  AC responsibilities should be finished by Friday, August 18th. 

3. Communicate with instructors and teaching assistants (TAs) regarding training details and attendance.  
4. Train TAs in accordance with NCA (North Central Association of Colleges and Schools) materials on 

independent study skills, so that they can conduct a workshop covering these materials during class with their 
students. 

5. Communicate with instructors and assist in design of instructional activities. 
6. Coordinate distribution of requested materials, equipment, and lab and classroom space with assistant 

academic coordinators. 
7. Edit and format instructorsÕ syllabi and send for copying. 
8. Organize academic materials for students and staff.  
9. Along with the assistant academic coordinator(s), oversee the efficient distribution of supplies for instructors 

and the academic office. 
10. Oversee the scheduling of the computer lab and multimedia equipment for instructors. 
11. Along with the assistant academic coordinator(s), oversee the scheduling of field trips and transportation. 

 
During Sessions: 

1. Manage daily communication, including phone calls and meetings, with staff and parents regarding student 
performance, academic issues and staff needs. 

2. Track expenses and keep all receipts for submission at the end of each session.  
3. Manage staff issues such as attendance and punctuality, appropriate dress, instructor/ TA conflicts, etc. 
4. Staff academic office during Tuesday/ Thursday evening study sessions. This responsibility is shared among 

all ACs on a rotating basis; one AC will be in the office during the hours of approximately 6:15-8:15pm on 
Tuesday and Thursday evenings.   

5. Carry the CTD-provided cell phone and responding to requests and emergencies. 
6. Assist in observing instructors and classrooms, using class observation form and file into observation binder.  
7. Supervise both TAs and office staff. 
8. Train and assist instructors in preparing and writing student evaluations. Collect sample evaluations mid-

session ad review with program coordinators. 
9. Meet with students, instructors, and staff regarding academic issues. 
10. A pogee A C: Plan, organize, and coordinate Apogee Expo Day, which takes place on the final Friday of each 

session.  
11. Plan 1-2 instructional staff meetings per session to discuss evaluations, program issues and closing day 

responsibilities.  
12. Follow all rules and regulations concerning staff conduct, program procedures, and specific responsibilities as 

set forth in the Staff Handbook and by the Program Coordinators.   
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Post-Session:  
1. Edit instructorsÕ student evaluations and return to instructors any evaluations that require significant revision. 
2. Coordinate the preparation and mailing of individual course evaluations, transcripts, and other follow-up 

material. 
3. Collect classroom keys, course files, grade reporting forms, evaluations, and other course related materials 

from instructors and TAs. 
4. Organize course and program materials and supplies. 
5. Submit cell phone, keys, petty cash, receipts, and invoices. 
6. Prepare and submit site report detailing work responsibilities, hiring/ training methodology and experience, 

summer coordination, recommendations for the future, notable staff/ instructor/ student evaluations, etc 
7. Assume other responsibilities as reasonably requested by the Program Directors. 

 
Qualifications: 
Applicants must be skilled in identifying and addressing social and emotional needs of adolescents and have 
experience working with gifted students in an academic and/ or residential program. Applicants must have a strong 
work ethic and commitment to teamwork. A bachelorÕs degree in education or related field and 3-5 years teaching 
experience required; masterÕs degree and Type 75 certif ication, preferred. Candidates must possess effective 
interpersonal and organizational skills along with supervisory experience 
 
Employment Dates: 
Training Dates: June 19-27, 2008. Full time work June 19-August 13, 2007.   
Northwestern University, Evanston, IL     Session 1: June 29-July 18, 2008 

Session 2: July 20-August 8, 2008 
Apogee One-Week, Northwestern University, Evanston, IL  July 6-July 11, 2008 
Case Western Reserve University, Cleveland, OH    June 29-July 18, 2008 
 
Salary:  
$4500 - $5000/ summer, based on experience. 
 


