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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

EGOS PARAPROFESSIONAL - 7077
November 1998

POSITION TITLE:
Media Specialist Paraprofessional 

REPORTS TO:
Business and Operations Manager

Objective: To provide teachers and EGOS staff with designated graphic arts, audio-visual, and desktop publishing support.  To maintain and update the school web page.

Essential Functions:

1. Provides teachers and EGOS staff with designated graphic arts, audio-visual, and PC/MacOS based desktop publishing support, as required or requested.  Designs and develops brochures, promotional pieces, and informational publications.

2. Maintains and updates the school web page.

3. Produces sign, banners, and other graphics images through various desktop publishing software.

4. Laminates signs, posters and other materials; makes transparencies; and binds books.

5. Videotapes classroom "mock interview" and other events.

6. Takes digital and/or traditional chemically-based photographs.

7. Designs, organizes, updates and porduces the annual pictorial school staff directory.

8. Makes videotape and/or audio tape copies for teachers.

9. Ensures for scheduled and prompt service, repair or replacement of audio-visual equipment, materials and supplies.  Labels equipment replacement parts in non-functioning equipment.  

10. Prepares equipment for various classroom functions.

11. Orders equipment and supplies, as authorized.

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

13. Attends designated meetings, as directed.

14. Maintains the confidentiality of student information.

15. Follows established district policies and procedures.

EGOS PARAPROFESSIONAL - 7077
November 1998

POSITION TITLE:
Media Specialist Paraprofessional 

16. Performs other related duties, including special projects, as required or requested.

Education/Experience:  Graduation from high school or equivalent.  Successful completion of the Basic Skills Test  is required.  Demonstrated knowledge of: PC and/or Mac OS operating systems; various desktop publishing, data base, spreadsheet, and word processing applications is required.  Demonstrated practical application of design skills.

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 classroom or office environment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

