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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7045
October 1998

POSITION TITLE:
Early Childhood Education (ECE) Paraprofessional

REPORTS TO:
Site Administrator, Program Administrator

Objective: To assist with the instruction, care and discipline of four and/or five year-old pre-kindergarten students.  To assist in preparing instructional materials and performing other related duties.

Essential Functions:

1. Assists with the instruction, care and discipline of four and/or five year-old pre-kindergarten students.

2. Assists in preparing instructional materials and performing other related duties.

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

4. Communicates with parents about routine issues, as directed.

5. Prepares and organizes classroom materials and work centers.

6. Assists with field trips, parent meetings, including child care, and other activities.

7. Helps maintain an attractive, clean and well-organized classroom.

8. Monitors student activity in classrooms, hallways, lunchrooms, playgrounds, and other locations, as required or requested.  Non-instructional duties may be assigned up to 10 percent of work day.

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

10. Maintains the confidentiality of student information.

11. Follows established district policies and procedures.

12. Attends all required scheduled staff development activities and meetings.

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

14. 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.  Attendance is mandatory at scheduled program training and meetings.

Licensure :  None

PARAPROFESSIONAL JOB DESCRIPTION - 7045
October 1998

POSITION TITLE:
Early Childhood Education (ECE) 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 an internal classroom or school office 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.  Wears rubber gloves whenever contact involves a potential for exchange of bodily fluids.
