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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7011
March 1998

POSITION TITLE:
English Language Acquisition (ELA) Central Office Paraprofessional

REPORTS TO:
Central Administration

Objective: To provide support for the data department by producing reports, keeping testing records, and collecting data to maintain an informational system for district needs concerning English language learners.

Essential Functions:

1. Provides support for the data department by producing reports, keeping testing records, and collecting data to maintain an informational system for district needs concerning English language learners.

2. Prepares and sets up educational materials, as required or requested.

3. Performs data entry of Home Language Questionnaires (HLQ) and Language Assessment Scales (LAS), and ensures accuracy.

4. Assists presenters in setting-up ELA modules, including: materials, overheads, and other audio-visual materials.

5. Codes, files and retrieves HLQs, and pulls forms for English Language Proficiency Act (ELPA) audits.

6. Assists in conducting: testing and assessment, multi-media activities, general office and clerical tasks, record-keeping, computer operation, and other activities in English and other designated language.

7. Monitors and maintains an inventory of LAS materials, as directed.

8. Operates office equipment, as required or requested.

9. Maintains the confidentiality of student information.

10. Completes training programs and attends meetings, as required.

11. Adheres to rules and/or regulations based on the specifications of the program or project.

12. Follows established district policies and procedures.

13. Performs other duties as required or requested.

PARAPROFESSIONAL JOB DESCRIPTION - 7011
March 1998

POSITION TITLE:
English Language Acquisition (ELA) Central Office Paraprofessional

Education/Experience: Graduation from High School, or equivalent.  Successful completion of both the Basic Skills Test and the second language test.  Demonstrated experience reading, writing and speaking in English and one or more designated languages.
Licensure/Qualifying Standards: None.

Performance: Compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave use, and other scheduled or unscheduled absences); safety; security, disaster and other policies procedures and practices.  Effective communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed primarily in an internal office environment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.
