DENVER PUBLIC SCHOOLS
900 GRANT STREET / DENVER, CO  80203
900 GRANT / DENVER, CO 80203

TELEPHONE (303) 764-3200

FAX (303) 764-3201


[image: image1.png]



HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

EGOS PARAPROFESSIONAL - 7083
May 1998

POSITION TITLE:
English as a Second Language (ESL) Office Paraprofessional 

REPORTS TO:
School Principal or designee

Objective: To coordinate designated general office activities of the ESL Office.  To generate various information and reports of ESL program activity, as required or requested.

Essential Functions:

1. Coordinates designated general office activities of the ESL Office.  Greets visitors, answers a multi-line telephone system and refers calls to teachers, deans, counselors, instructors and students, as directed. Provides general or specific information on ESL programs to students, visitors and callers.

2. Generates various information and reports of ESL program activity.  Develops computer programs or reports to ensure adequate record keeping.

3. Provides designated information to the Colorado Department of Education (CDE), as required or requested.

4. Keeps records and maintains files; updates monthly class lists; maintains statistics on the number of students enrolled, dropped, level changes, and total students.

5. Makes proposal changes and extensions.  Enters proposals into the designated school student data system.

6. Communicates with case workers from the Refugee Center.

7. Provides technical direction and guidance in the work-study activities of students hired for the ESL Office.

8. Conducts placement tests.

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

10. Attends designated meetings, as directed.

11. Maintains the confidentiality of student information.

12. Follows established district policies and procedures.

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

EGOS PARAPROFESSIONAL - 7083
May 1998

POSITION TITLE:  English as a Second Language (ESL) Office Paraprofessional

Education/Experience:  Graduation from high school or equivalent.  Successful completion of the Basic Skills Test is required.  Demonstrated general office experience, including providing administrative support, performing data entry and word processing, and research and analysis.  Demonstrated knowledge of: PC and/or Mac OS operating systems; various data base, spreadsheet, and word processing applications is required.  Demonstrated ability to fluently speak and/or write in one or languages, in addition to English, is required.

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

