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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7040
August 1998

POSITION TITLE:
Programs Assistant Paraprofessional

REPORTS TO:
Site Administrators

Objective: To assist in coordinating internal and external programs for students.  To supervise groups of students with behavior problems who have been suspended from the regular classroom.  To assist students with assignments, obtain and organize resource materials for students, and assist with clerical tasks and other related duties.

Essential Functions:

1. Acts as a liaison for community programs that serve students by maintaining contact with community groups, arranging meetings, and connecting students with appropriate resources.  

2. Assists with the attendance recognition program by coordinating the identification of recipients and disseminating awards.

3. Supports the Gifted and Talented program by assisting with test administration and evaluation, monitoring the placement of students in classes and activities, and talking with students about appropriate classes and enrichment opportunities.  

4. Supervises students with behavior problems who have been suspended from classrooms, and assists them with their assignments.

5. Communicates with teachers, counselors, and other administrators about performance and disciplinary issues.

6. Provides a supportive learning environment for students; maintains discipline.

7. Monitors school hallways to maintain order.  Monitors student activity in classrooms, computer laboratory, lunchrooms, playgrounds and other locations, as required or requested.
8. Assists with record keeping and clerical tasks.

9. Maintains the confidentiality of student information.

10. Follows established district policies and procedures.

11. Performs other duties as required or requested.

Education/Experience: Graduation from High School or equivalent.  Successful completion of the Basic Skills Test  is required.  No previous experience is required.

Licensure:  None

PARAPROFESSIONAL JOB DESCRIPTION - 7040

August 1998

POSITION TITLE:  Programs Assistant Paraprofessional

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 primarily performed in a variety of school environments including hallways, classrooms, lunchrooms and playgrounds.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.
