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   JOB DESCRIPTION

TITLE:
TEACHERS ASSISTANT (AIDE)


REPORTS TO:

CODE:
3719

LEVEL:
6

STATUS:
NON- EXEMPT

POSITION SUMMARY

Performs any combination of the following instructional tasks in the classroom to assist teaching staff by performing the following duties.

DUTIES AND RESPONSIBILITIES

· Supplements and reinforces the work of the teacher.

· Prepares lesson outline and plan in assigned area and submits to teacher for review.

· Assist with all school paperwork such as; report cards, transcripts, grades sheets, work samples, and fourth file.

· Discusses assigned teaching area with the teacher to coordinate instructional efforts.

· Tutor students individually or in groups with lessons assignments to present or reinforce learning concepts.

· Assist with organization of the classroom files, closets, bulletin boards etc.

· Prepares, administer, and grades examinations.

· Run errands for teacher e.g. making copies of work for students etc.

· Assist in teaching computer skills to students when necessary.

· Share the responsibility of picking up lunches with school secretary on on-going basis.

· Other duties as assigned by the teacher.

· Performs related duties as required. *

*    Related duties as assigned are duties which may not be specifically listed in the 

      class specification or position description, but within the general occupational 

            series and responsibility level typically associated with the employee’s class of

            work.

QUALIFICATIONS

Education and Experience:

Any combination of experience and education likely to provide the required knowledge, skills, and abilities, typically:

· Completion of two years of collage education, Bachelors Degree is preferred.

· One or three years of related experience.
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Optimum:

· Bachelor Degree and enrolled in teacher credential program.

· Bachelor Degree and preparing to take CBEST.

Minimum:

· Associate of Arts Degree. Student Attending College with 48 semester units.

Knowledge, Skills, and Abilities:

Knowledge of:

      *    Math, good language usage, grammar, spelling, reading comprehension, and   

            punctuation.

· Basic computer skills.

· Good public relation skills.

· SEA’s policies procedures, organization.

· Classroom setting and structure.

Skills and Abilities:
· Communicate effectively in written and oral form.

· Develop and maintain effective working relationships.

· Display sensitivity, tact and responsiveness in various situations and needs.

· Handle public contact and relations effectively.

· Plan short- and long- range activities.

· Analyze and resolve problems.

· Creative and able to work independently and coordinate with others.

· Maintain accurate and orderly records.

· Ability to pick up students lunches as needed. *
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