
  

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: Occupational Therapist
	PCN: 
	DepartmentSchool: Special Education Department
	Location Address: 75 Calhoun Street
Charleston, SC 29401
	NonCertified Administrator: On
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Between schools as assigned by caseload
	undefined: On
	undefined_2: Off
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: 1. Bachelors Degree in Occupational Therapy

2. One year experience working in a pediatric setting.
	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: On
	Masters Degree: Off
	Other: Off
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 8:30
	JOB PURPOSE/REASON: To provide evaluation, direct therapy and documentation in order for students to benefit from their special education.
	PRIMARY POSITION RESPONSIBILITIES: 
	Text15: Possess or be eligible for South Carolina Occupational Therapist Licensure
	Text16: 
	Text17: 1. Masters Degree in Occupational Therapy

2. Two to three years experience working in a pediatric setting
	Text18: 1. Identifies adaptive furniture and equipment needs, submits requisitions and assists in maintaining an accurate inventory;

2. Maintains records for and provides updated student evaluations as needed or required by district/state policies;

3. Coordinates services with district personnel, community agencies and private practitioners and responds to requests for information;

4. Works cooperatively with community agencies and private providers;

5. Works with and provide support to parents;

6. Assists in conducting barrier free assessments and makes recommendations accordingly;

7. Communicates effectively with parents and others; and
8. Performs all other duties as assigned by the Supervisor.
	Text19: 
	Position  of days: 190 Days
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: C45A
	Reports toTitle only: Coordinator, Special Education 
	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. Observes, screens, evaluates students and provides documentation of such for students referred for therapy services;

2. Attends and participates on multidisciplinary team placement and periodic review meetings to develop Individual Educational Plans (IEP) and makes placement recommendations;

3. Responds to referrals in an organized, efficient and effective manner. 

4. Develops and/or implements therapy plans, plans procedures and assesses student progress; and 

5. Maintains student folders with notes, reports from physicians, IEP results and the like.
	Work Hours2: 5:00
	Text1: 
	0: 
	0: 
	1: 

	1: 
	0: 
	1: 




