(Charleston @%Mﬁg
SCHOOL DISTRICT

Position Title: Literacy Assistant (K-8) PCN: TBD

.| School Specific Location/ | school Specific
Department/School: Address:
Reports to(Title Principal Work TBD am to TBD  pm
only): Hours P

Salary/Position

Category: ] Non-Certified Administrator ~ [] Certified Administrator [l Non-Exempt Hourly ~ [] Teacher

Position type/ Grade B24

iti 180
(to be completed by Position #

of days
HR) Yy
Travel Required Limited travel to district meetings/professional learning FLSA [1 Exempt
sessions Status (M| Non-exempt

Job Description

JOB PURPOSE/REASON:

The Elementary Literacy Assistant will work alongside classroom teachers and under the guidance of Read to Succeed (R2S)
Reading Coaches to provide Tier 1 reading and writing support to students in the general education classroom setting. This role
focuses on helping students develop foundational reading, writing, and language skills through small-group instruction, individual
support, and classroom assistance alongside the classroom teacher. The Literacy Assistant (K-8) reinforces teacher-led lessons,
helps implement literacy supports, and contributes to a positive, engaging learning environment within the general education
classroom.

REQUIRED QUALIFICATIONS:
EDUCATION: [ ] High School Diploma or Equivalent ~ [M] Associate’s Degree [ ] Bachelor’s Degree
[ ] Master’s Degree [ ] Other

EXPERIENCE & TRAINING:
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LICENSING/CERTIFICATION:

e None required.

OTHER SKILLS/REQUIREMENTS:

e Interest in literacy instruction and student learning;

e Demonstrated experience working collaboratively in professional settings;

e Strong organizational skills and attention to detail;

e Dependable, punctual, flexible, and professional; and

e Must be proficient in Microsoft Office and Google Suite with the ability to implement instructional technology tools as required in
support of student literacy growth.

PREFERRED QUALIFICATIONS:

e Associate Degree or Bachelor's Degree in early childhood, elementary education, reading, early literacy, education studies, child
development, or related field is preferred;

e Experience working with children ages 4-12 is preferred;

e Understanding grade-level literacy standards and expectations;

e Understanding how to follow teacher direction when implementing interventions; and

SUPERVISION RESPONSIBILITY (IF APPLICABLE):

Direct Reports: 0 _# of non-exempt/classified _0_# of exempt/administrators/teachers
Indirect Reports: 0 # of non-exempt/classified _0__# of exempt/administrators/teachers

PRIMARY POSITION RESPONSIBILITIES:

e Work under the direction of the classroom teacher and the guidance of Read to Succeed (R2S) Reading Coach to support daily
literacy instruction;

e Support the classroom teacher in delivering literacy instruction aligned with grade-level standards and curriculum;

e Work with individual students and small groups to reinforce reading, writing, phonics, vocabulary, fluency, and comprehension skills in
the general education classroom;

e Implement teacher-designed lessons and activities to support diverse learners with varying academic needs in the general education
classroom;

e Provide targeted support to students who need additional practice, clarification, or encouragement;

e Help students apply literacy skills across content areas when appropriate;

e Foster a positive, encouraging, and inclusive learning environment that promotes student confidence and participation;
e Support students in developing independence, focus, and positive learning behaviors during literacy activities;

e Provide consistent feedback and encouragement to motivate students and reinforce learning goals;

e Support transitions during literacy instruction to maximize instructional time;

e Observe student performance and engagement during literacy activities; and

e Communicate student progress, concerns, or observations to the teacher in a timely and professional manner.
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

SECONDARY POSITION RESPONSIBILITIES

e Help maintain an organized, clean, and safe classroom environment;

e Maintain confidentiality regarding student information and academic performance;

e Follow teacher direction and school guidelines when working with students;

e Work collaboratively with the classroom teacher and other instructional staff to support student learning goals;

e Participate in training, professional development, and meetings as required; and

e Adhere to school policies, procedures, and expectations for professionalism, safety, and conduct.

PHYSICAL/MENTAL REQUIREMENTS:

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.

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 Lori Elliott Date 2/9/2026
A§sociate/Chief/Executive Jamie Costner Date 2/0/2026
Director

Superintendent (if applicable) Date

Human Resources Date
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