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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7012
November 1998

POSITION TITLE:

Language Lab Paraprofessional

REPORTS TO:

Site Administrators

Objective: To provide educational support to teachers and guide students in the use of the language lab services.  To oversee the operation of the language lab, as directed.  

Note:  The language lab at GW serves two foreign language programs, regular and International Baccalaureate, and students taking French, Spanish, and German classes use the lab.

Essential Functions:

1. Provides educational support to teachers and guides students in the use of language lab services.

2. Reinforces and tutors students in language lab services, as directed.  

3. Maintains and cleans lab equipment.

4. Maintains lab sheets for each language at each level in each program.

5. Maintains computer programs and is familiar with each program in each language to assist students.

6. Monitors students for compliance to established behavior protocols for use of language lab facilities and materials.

7. Plans and schedules access to and delivery of language lab services for individual students and classes.  Supervises and authorizes student access to the language lab, as directed.

8. Assists with use of VCRs, camcorders, multi-VCRs and large screen monitors for foreign language teachers.

9. Copies audio and video tapes as needed; adapts videos to appropriate voltage.

10. Proctors tests for all languages in AP and IB (International Baccalaureate) programs.

11. Communicates with metro schools and vendors, both in-state and out-of-state, to obtain needed texts.

12. Operates office equipment, as required or requested.

13. Monitors language lab expenditures, supplies, and inventory, as directed.  Assists with ordering, repairing/rebinding.

14. Monitors student activity in classrooms, laboratories, hallways, lunchrooms, playgrounds and other locations, as required or requested.
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15. Completes training programs and attends meetings, as required.

16. Maintains the confidentiality of student information, as directed.

17. Follows established district policies and procedures.

18. Performs other duties, as required or requested.

Education/Experience: Graduation from High School, or equivalent.  Successful completion of the Basic Skills Test is required. Two or more years of related experience is preferred.
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 classroom and library environment, and/or within the external perimeter of a school campus which includes playgrounds.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 
