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1) Informing staff of the policies and guid lines for public information
dissemination. (President's 6 Oct 02 m 0)

2) Ensuring the factual correctness of the i formation.
3) Assigning an individual in his or her di ision to check the correctness of

spelling, punctuation, grammar and app opriateness of language usage.
4) Taking steps to ensure the correctness a d appropriateness of Samoan

language translations.
5) Allowing at least two weeks for review f documents of substantial length.

These include the College Catalog, Stu ent Handbooks or policy manuals.
6) Informing internal stakeholders and the resident of interviews with KVZK

before they take place.

The Division DeanlDirector from which the public information document originates is
responsible for:

All ASCC public information releases must first b approved by your Dean or Director.
For any document requiring a payment, a Purchase Request form must be processed
using Business Office procedures. (Solicitation lett rs and personal invitations to College
events are not included in this process.)

AMERICAN SAMOA COM UNITY COLLEGE
Office of Institutional ffectiveness
"Public Information Re ease Form"
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COLLEGE

Applications are available from the American Samoa Community
at 699-9155 Ext. 374/456/460/466 or by emailing Silaul
s.saofaigaalii@amsamoa.edu or ~£l!Jillill1!~;m!~Hill~~nm!&lli.

Minimum Qualifications:
• Associate degree in related field.
• Two to five (2-5) years of work experience in direct/related field.

Responsibilities and Duties:
• Coordinate and schedule school site visits for recruiting.
• Design, develop and distribute pamphlets/brochures-educational information to the public.
• Develop a good rapport with DOE Secondary and Leaders, and Teacher Quality,
• Keep data on demographics of in-service teachers reporting.
• Provide disaggregated data showing rates of ' success and progress.
• Participate in workshops and set up information at various venues.
• Collaborate with the TED Lumana'i Educators (LEA) for outreach/recruiting

purposes.
• Collaborate closely with TED Administrative Assistant,
• Write and submit reports on the progress of the ,n_t, .. ,..,r1" .. teachers to the Director of TED.
• Maintain records of all teachers recruited in the program.
• Keep a travel log, utilize sign-in sheets, and nrovme a weekly visitation schedule to sites.

General Description:
The individual in this position is responsible for recruitma in-service ASDOE and private school
teachers to attend ASTEP. He/she will also keep data of ' enrollment and participation every
semester.

TED/ASDOE Recruiter ta
Full Time 12months (One ear Contract with Benefits)

Position Title:
Employment Status:

Teacher Education Detmrtment
EMPLOYMENT


