
  

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: 

      
 

 
 
 
 
 
 
 
 
 



  

HR Form, Revised 2/28/2014 

 
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 (Special Education)
	PCN: Location Specific
	DepartmentSchool: Location Specific
	Location Address: Location Specific
	NonCertified Administrator: Off
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Some travel may be required
	undefined: Off
	undefined_2: Off
	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 Test, based on the SC scale
	High School Diploma or Equivalent: On
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: Off
	Other: Off
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 07/01/2024
	Work Hours: TBD
	JOB PURPOSE/REASON: To provide personalized quality care in an active learning environment for students with disabilities and/or to assist the special education classroom teacher in providing a well-organized, smoothly-functioning classroom environment in which students access the instructional program and all available resources.
 
	PRIMARY POSITION RESPONSIBILITIES: 12. Maintain confidentiality of student information at all times and adheres to ethical and professional boundaries.
	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 general education staff, special education staff, and administrators.
*Must adhere to safety and confidentiality standards. 
*Crisis Prevention and Intervention Training (within the previous year or within 6 weeks of hiring) - Training provided by District
	Text17: • Associate Degree or higher
• Two (2)+ years working with students with children, preferably in an early learning environment
• First Aid/CPR Training
• Fluency in American Sign Language (for Deaf/Hard of Hearing classrooms)
	Text18: • Performs all other duties as assigned by the certified teacher and designated supervisor. *Specific assigned duties may change
based on the needs of the classroom.
• Model responsible and cooperative behaviors for students and colleagues.
• Attends required trainings and staff meetings. 

	Text19: Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components. Ability to move quickly and efficiently to respond to student needs. Must be able to sit, stand, bend, kneel, crouch, pull, push, lift, talk, hear, and use dexterity of fingers and hands. Work is performed in a normal heated or air-conditioned environment. Exerting up to 50 pounds of force frequently and able to lift, carry, push, pull, hold, or otherwise move objects.

Must be able to handle a fast-paced, high-volume classroom and school environment and make time-sensitive decisions when working on a daily basis. Must be able to meet deadlines and be flexible to daily routines.
	Position  of days: 190 
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: B21 - 60 college credits or pass ParaPro Assessment
B22 - Bachelor's Degree  
	Reports toTitle only: Principal
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES:  1. Participate in the instructional program with students with disabilities in a learning environment while implementing planned developmentally appropriate activities under the direction of a certified teacher.

 2. Assist with preparation of the learning environment by arranging and cleaning classroom equipment, materials, and supplies and preparing instructional materials as directed by the certified teacher. 

 3. Assess and communicate relevant information regarding a student's response to instruction and behavior to the supervising teacher. 

 4. Work with individual or groups of students with disabilities for instruction as directed by the certified teacher.

 5. Assist with the implementation of communication systems.

 6. Assist with the collection of individual student data as directed by the certified teacher.

 7. Assist with the implementation of behavior management systems and strategies for the classroom and for individual students in accordance with behavior intervention and crisis plans.

 8. Provide supervision of students with disabilities during transitions and unstructured times.

 9. Participate in training related to instruction, behavior, assistive technology and communication systems relevant to the students with disabilities needs and the overall classroom structure.

10. Assist with personal hygiene and personal care, which may include feeding, diapering or toileting, positioning/mobility based on individual student needs and the grade level.

11. Monitor and respond to student's healthcare/medical needs as trained by nursing staff and under the direction of a certified teacher.
	Work Hours2: TBD
	Text1: 
	0: 
	0: 0
	1: 0

	1: 
	0: 0
	1: 0




