
 

 

 

INSTRUCTOR ¥ JOB DESCRIPTION  
 

CENTER for TALENT DEVELOPM ENT ¥ SUM M ER PROGRAM  
617 Dartmouth Place ! Evanston, IL 60208 ! 847-491-3782 
Summer Offi ce: June 16 Ð August 13, 2008 ! 847.467.2990 

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

 

CTD instructors are responsible for the design and implementation of their course. CTD administrative staff provide 
guidance to ensure that courses are appropriate for the students that participate in the Summer Program and match 
other course offerings in rigor and scope of content covered. Instructors are also role models for staff and students. 
 

CTD Instructors are required to: 
1. Design and conduct all instructional activities and components of course(s).  
2. Complete online professional development and attend pre-session Instructor/ TA Orientation, as well as all 

instructor meetings during the program. 
3. Choose appropriate instructional materials for the course including books, films, software, chemicals and other 

necessary equipment, etc.  Communicate these needs to the appropriate CTD staff for ordering by May 1, 2008. 
4. Prepare a syllabus for each course that follows the template provided. Syllabi include a daily schedule of 

activities, readings, academic assignments and instructional strategies. 
5. Ensure that all needed instructional materials are present for each class including books, films, copies, etc. 
6. In conjunction with administrators, select evaluation instruments for the course, including pre- and post-tests.  
7. Implement interventions for NCA accreditation as necessary (more information will be provided through an 

online posting and at the teacher orientation.) 
8. Be present on the opening Sunday of the program and the final Friday to consult/ meet with parents and 

students. 
9. Maintain contact with parents regarding the progress of individual students during the program as needed 

and/ or required by the program directors. 
10. Arrange with the Program and/ or Academic Coordinator and conduct all class field trips. 
11. Communicate with families, permanent, and residential staff about student progress and adjustment to the 

program.  Complete and submit Student Report Form as necessary. 
12. Supervise the Teaching Assistant who assists with the class and prepares materials for the study sessions.   
13. Prepare and submit completed written evaluations for each student according to the guidelines provided by 

CTD. 
14. Notify CTD, and prepare and provide materials for a substitute in the case of an absence, illness, or emergency. 
15. A pogee One-Week Instructors: plan and prepare a final class presentation for the Expo. 
16. Science I nstructors: participate in Northwestern University laboratory safety training; prepare and implement 

safety plans according to university guidelines and regulations. 
17. Follow all CTD rules and regulations concerning staff conduct, appropriate dress, program procedures, and 

other responsibilities as set forth in the Instructional Staff Handbook and by the Program Directors. 
 

Qualifications:  
BachelorÕs degree and teaching experience required; masterÕs degree or equivalent preferred. Given the pace of the program, 
limited timeframe, and the high expectations for students and staff, instructors in the Summer Program must be veteran, master 
teachers with a passion for learning and the ability to adapt to a fast-paced environment. Instructors should have a minimum of 
three years teaching experience and have worked with gifted and/ or high achieving students. Teachers should be experts in the 
subject matter, as well as in classroom communication and management. Instructors need to be adept at using a variety of 
teaching methods, assessing student needs and progress, and differentiating instruction for the myriad abilities of gifted learners. 
Experience with compacted curriculum is a plus. 
 

Employment Dates:  
Course planning begins in February and March. Orientation dates TBD. 
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 
Civic Leadership Institute, Chicago, IL       June 22-July 11, 2008 
 

Salary:   
$3050 for new instructors per three-week session; $3250 for returning instructors per three-week session  
$1150 for new Apogee One-Week instructors; $1250 for Apogee One-Week returning instructors 


