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VACANCY 
Short-term  Positions 

 

 

Applications are invited to fill twenty-six (26) short- term positions of 

Programme Coordinator 
 

Department:  After School CSEC Mathematics Tuition Project  

Reports to: Secretariat Programme Manager 

Rate:  $200 Per Session 

 

DUTIES AND RESPONSIBILITIES 

 Oversee and manage the implementation of remedial sessions, teacher training and student 

workshops to ensure alignment with programme objectives. 

 Supervise mathematics tutors to ensure quality standards in delivery of sessions. 

 Maintenance of accurate records of student attendance, participation and progress to assess areas 

for improvement. 

 Coordinate the provision of guide documents, teaching materials and resources for tutors 

involved in the programme. 

 Maintain open communication with key stakeholders to address challenges, inclusive of school 

administrators, teachers and students to minimize disruption of programme delivery. 

 
 

QUALIFICATIONS AND EXPERIENCE 

 Bachelor's degree from an accredited university in Mathematics, Education, or a related field. 

 Additional certification in Education, Teaching, or Remedial Education would be an asset. 

 Minimum of three years’ experience in a teaching and coordination role, particularly in remedial 

at the secondary school level.  

 Familiarity with CSEC Mathematics and instructional best practices. 

 Strong organisational and administrative skills with experience in programme supervision. 

 
 

KNOWLEDGE, SKILLS AND ABILITIES 

 Strong foundation in mathematics, education and familiarity with the CSEC Mathematics 

curriculum, with a focus on remedial instruction and strategies for improving student outcomes 

(preferably with experience at the secondary school level). 

 Proven ability to manage, coordinate and oversee multiple aspects of an educational programme, 

including scheduling, supervising sessions and reporting. 

 Skilled in supervising tutors and the provision of guidance in delivering effective and engaging 

instructional sessions. 

 Excellent verbal and written communication skills, with ability to positively engage key 

stakeholders. 

 Proficient in evaluating attendance and performance data, with a view towards implementing 

measures for improvement by adopting appropriate strategies. 

 Strong organisational and problem-solving skills to address challenges amicably, to ensure 

programme objectives are met in a timely manner. 

 Demonstration of commitment to students’ educational success. 

 

 

 

Applications should be submitted no later than Friday 21st March 2025 and addressed to: 

                                                                                 

                                                                                   OR  

 

 

 

 

 

 

 

hr@niherst.gov.tt 

Programme Coordinator  

Manager Human Resources and  

Corporate Services 

NIHERST 

Level 13, Ministry of Education Tower A 

St Vincent Street 

Port of Spain 


