
 

Job Title: ESL Instructor 

Sector: Education 

Employment Category: Regular 

Employment Type: Part-Time 

Location: Atlanta, GA-USA 

 

Job Description 
 
CPACS History:   

Since 1980, Center for Pan Asian Community Services (CPACS) began as a volunteer-run 
organization providing health and human services to the area’s Korean Americans, yet it quickly 
found that services were also needed by other Asians from many different cultural and linguistic 
backgrounds, and many of which being limited English proficient. Today, CPACS has a diverse 
staff of more than 100 full- and part-time employees, capable of speaking 15 different 
languages. Although CPACS has a unique capacity to serve Asians, it has evolved to provide 
services that benefit the entire community we live in, be it African American, Hispanic American, 
White American or Asian American. 
 
In FY 2018, the English as a second language (ESL) Department at CPACS currently served 
over 1300 students from various countries at 21 different sites across Gwinnett, DeKalb, Fulton, 
and Cobb counties. Through funding from the Technical College Systems of Georgia (TCSG), 
these ESL classes have a strong focus on English literacy, civics, and college and career 
readiness.  
 
Job Overview/Summary: 

The ESL Instructor is responsible for leading instruction of the CPACS ESL classes. The 
classes meet twice (2 times) per week for 3-hour sessions in the morning or afternoon. 
Instructors are responsible for lesson planning, tracking student attendance, student retention, 
and ensuring class sessions are meaningful and communicative. Further, TCSG also offers and 
requires various professional development opportunities with additional optional opportunities 
throughout the year. This is a part-time, non-exempt position reporting directly to the ESL 
Program Administrator. 
 
Major Responsibilities: 

 Lead instruction at least twice a week for two 3-hour sessions 

 Create communicative, engaging, and interactive lesson plans 

 Track student attendance accurately and completely 

 Maintain a high student retention average 

 Ensure students are advancing to their appropriate levels through meaningful instruction 

 Develop at least one quarterly in-class test to administer to students for student records 

 Attend professional development opportunities provided by TCSG and/or CPACS 

 Submit monthly time and effort reports accurately and completely 

 Other duties as assigned 
 
Key Working Relationships: 

 Position reports to: ESL Program Administrator 

 Position directly supervises: None 



 

 
Qualifications 

 Degree or certificate in education, ESL, TEFL, or applied linguistics preferred 

 Minimum of 6 months of ESL teaching experience 

 Highly organized self-starter with proven success in managing multiple tasks and 
completing tasks on time and accurately 

 Excellent attention to detail, goal completion, and strong organizational skills 

 Reliable, professional, resourceful, team-oriented, and sensitive to cultural differences 

 Ability to communicate effectively and diplomatically with students and colleagues from 
various multicultural backgrounds 

 Good written and verbal English language skills; fluency in additional languages is highly 
desirable 

  


