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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

School of the Arts - PARAPROFESSIONAL - 7095
December 1998
POSITION TITLE:
Creative Writing  Paraprofessional

REPORTS TO:
Site Administrator

Objective: To tutor students in creative writing  technique, theory, history, and methodology, as directed.

Essential Functions:

1.
Tutors students in creative writing  technique, theory, history, and methodology, as directed.

2.
Prepares students for public performances, recitals and publication.                                           

3.
Keeps supervisor informed of any concerns.

4.
Initiates or requests individual training to maintain or enhance creative writing skills.

5.
Follows established District policies and procedures.

6.
Maintains the confidentiality of student information.

7.
Completes training programs and attends meetings, as required.

8.
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 proficiency in creative writing technique, theory, history, methodology, and related disciplines.
Licensure/Qualifying Standards: None.

Performance: Compliance with established human resource and departmental policies regarding: attencreative writing  (absences, tardiness, sick leave and vacation 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 routinely performed in a general internal classroom/studio or stage/theatrical environment. 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, and safety glasses when performing science experiments. 
