HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7100

November 1998

POSITION TITLE:
Balarat Paraprofessional

REPORTS TO:

Balarat Program Director

Objective: To facilitate and coordinate 5th grade class overnight visits to the Balarat Outdoor Education Center.  Under supervision of the full-time Balarat staff, helps develop and deliver outdoor learning activities appropriate to the environment and the age level of students.

Essential Functions:

1.  Assists and/or supports instruction to 5th grade students while at Balarat Outdoor Education Center.

2.  Facilitates 3rd and 7th grade day trips to Balarat.

3.  Assists with teaching and evaluation of high school counselors (grades 9-12).

4.  Assists in providing supervision during overnight stay of 5th grade students.

5.  Operates, as needed, office equipment such as computers and fax machine.

6.  Monitors, as directed, supplies and inventory for various teaching modules.

7.  Monitors student activity in outdoor setting, lunchrooms, and other locations, as required or requested.

8.  Develops and maintains effective working relationships with teachers, staff, bus drivers and food service personnel.

9.  Maintains the integrity and accuracy of designated student records, papers and documents.

10.  Maintains the confidentiality of student information.

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

12. Demonstrates effective and consistent direction of children/students who may or may not be under the supervision of teachers, faculty and staff.

13.  Follows established district policies and procedures.

14.  Performs other duties as required or requested.

PARAPROFESSIONAL JOB DESCRIPTION - 7100

November 1998

POSITION TITLE:
Balarat Paraprofessional

Education/Experience:  Graduation from High School, or equivalent.  Successful completion of the Basic Skills Test.  Three years of college is required.  Demonstrated knowledge and experience working successfully with students, staff and teachers.  Training and/or experience in outdoor education, interpretive skills, and effective communication skills.  Must be able to work a flexible schedule, including overnight stays at Balarat Outdoor Education Center.

Licensure/Qualifying Standards:  None.

Performance:  Compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave use, and other scheduled or unscheduled absences); dress code; safety; security, disaster and other policies procedures and practices. Effective communication skills, including a demonstrated experience working effectively with students who may or may not be under the supervision of teachers, faculty and staff.

Physical/Environmental Characteristics:  Essential duties are routinely performed primarily in an outdoor environment, and/or within internal buildings including sleeping areas. Essential duties regularly involve speaking to students.  Essential duties may require kneeling, squatting, sitting or standing while performing activities.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required particularly in an outdoor environment at higher altitude and possible severe weather.

