
  

HR Form, Revised 2/28/2014 

Position Title:       PCN:       

Department/School: 
      
 

Location/
Address:       

Reports to(Title 
only):       Work 

Hours       am      to           pm 

Salary/Position 
Category:  Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Position type/ Grade 
(to be completed by 
HR) 

      Position # 
of days       

Travel Required       FLSA 
Status 

  Exempt 
  Non-exempt 

Job Description 

      

JOB PURPOSE/REASON: 

 

 

 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

REQUIRED QUALIFICATIONS: 

                                 Master’s Degree           Other       

                       
EXPERIENCE & TRAINING: 
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LICENSING/CERTIFICATION: 
      
 
 
OTHER SKILLS/REQUIREMENTS: 
      
 
 
 
 

      

PREFERRED QUALIFICATIONS: 

 
 
SUPERVISION RESPONSIBILITY (IF APPLICABLE): 
 
Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 
Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

      

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

 

 

 

 

 

 

 

 

 

      
SECONDARY POSITION RESPONSIBILITIES 

 
 
 
 

 

 

 

      

PHYSICAL/MENTAL REQUIREMENTS: 

 
 
 
 
 
 
NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 
construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 
misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 
Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Teacher Assistant - Autism
	PCN: 
	DepartmentSchool: Office of Exceptional Children
	Location Address: 75 Calhoun Street
Charleston, SC 29401
	NonCertified Administrator: Off
	Certified Administrator: Off
	NonExempt Hourly: On
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: None
	undefined: Off
	undefined_2: On
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: *Minimum of 60 hours of college credit or qualified passing score on the ParaPRO Assessment, based on the SC scale;

*1 year of experience working with children with special needs
	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: Off
	Other: On
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 
	JOB PURPOSE/REASON: To provide personalized quality care in an active learning environment for students with special needs.

	PRIMARY POSITION RESPONSIBILITIES: 
	Text15: N/A
	Text16: Proficient in the use of standard computer applications; Must have excellent written and oral communication skills; and ability to work collaboratively with staff
	Text17: *Associates Degree, Bachelor’s or Master’s degree
*2-3 years of experience working with children with special needs
*Crisis Prevention & Intervention Training and First Aid/CPR Training

	Text18: •Attends required trainings and staff meetings;
•Assists with preparation of the learning environment, arranging and cleaning classroom materials;
•Models responsible and cooperative behaviors for students and families; and
•Performs additional duties as assigned.
	Text19: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently, and/or up to 20 pounds of force constantly to move objects; must be able to sit, stand, bend, kneel, crouch, pull, push, lift, talk, hear, and use dexterity of fingers and hands.
	Position  of days: 190
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: A13-B21
	Reports toTitle only: Compliance Coordinator
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: •Participates in the instructional program with students in a learning environment while implementing planned developmentally appropriate activities under the direction of a certified teacher;

•Works with groups of children based on grade level;

•Works with children in learning centers and assists in the preparation and care of learning materials;

•Assists students with feeding, diapering or toileting and charts time;

•Communicates relevant information regarding student’s behavior with parents;

•Participates in In-Service training programs as needed;

•Assists in preparing classroom displays and bulletin boards;

•Cares for classroom equipment and materials and may operate audio-visual equipment;

•Assists with lunch, snack, and clean up routine and assists children with clothing management based on grade level;

•Assists certified teacher with classroom activities as directed; and

•Prepares training aids for the classroom as required.

	Work Hours2: 
	Text1: 
	0: 
	0: 
	1: 

	1: 
	0: 
	1: 




