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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

EGOS PARAPROFESSIONAL - 7067
May 1998

POSITION TITLE:
Toolroom Paraprofessional

REPORTS TO:
School Principal or designee

Objective: To maintain both a physical and documented inventory of materials, supplies and equipment located in or about a welding, automotive or related technical or trades oriented shop toolroom(s).  To perform general office clerical duties in direct support of toolroom activities.

Essential Functions:

1.
Orders, receives, inventories, and distributes as directed: all supplies and parts for replacement on all welders, including oxygen and gas supplies and gas, and arc welding rods; automotive supplies, parts and equipment; and checks-out tools and equipment to students.

2.
Performs general office clerical duties in direct support of toolroom activities, including: student records; attendance; and accountability hours.

3.
Supplies students with rod, coupons, practice and test plates, and backing strips.  Cuts back strips and practice materials.

4.
Supplies coupons to students in other shops that require basic knowledge of welding.

5.
Checks, cleans and repairs leads, stringer beads, ground cables, and lights in welding booths.  Adjusts flow of water in cooling tanks, gauges and hoses on manifold.

6.
Replaces acetylene, oxygen, nitrogen, and argon cylinders.  Distributes acetylene and oxygen hose and tips for each student on the gas table.

7.
Helps load, unload, and store scrap metal, and grades metal.

8.
Checks, cleans and lubricates hacksaws.  Makes minor repairs on equipment, including: hacksaws, grinders, shearing machine and shaper, as directed. 

9.
Cleans work benches and work areas, dusts shelves and surplus stock.  Assists in cleaning and keeping floors in safe condition.  Paints machinery annually.

10.
Turns on or off ventilator fans, lights, and switches for classroom time.  Checks and replaces, as trained and directed, light bulbs as necessary.

11.
Provides a supportive learning environment for students; maintains discipline.  Helps to maintain a safe environment for students.

12.
Monitors school hallways to maintain order.  Monitors student activity in classrooms, computer laboratory, lunchrooms, playgrounds and other locations, as required or requested.

13.
Assists with record keeping and clerical tasks.
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14.
Guides the activities of student aides, as directed.

15.
Attends monthly pre-school/staff training meetings, as directed.

16.
Maintains the confidentiality of student information.

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. Demonstrated knowledge of toolroom/shop tools, equipment, and parts is required.  Demonstrated hands-on organizational skills maintaining, receiving and distributing a toolroom/shop inventory is required.  Demonstrated experience in the operation and maintenance of all welding equipment is desired.  Demonstrated experience operating a fork lift is desired.

Licensure:  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 primarily performed in a regular toolroom/shop environment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

