JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Instructional Assistant – Special Education
DEPARTMENT: 


????
SUPERVISOR: 

Reports to:

       Building Principal, Special Education Teacher, Director of Special Education 
       General Supervisor – Superintendent of Schools

JOB GOAL: 
To assist the special education teacher(s) in the presentation of a lesson, follow through on instruction to give reinforcement, remediation, and tutoring.  To contribute to a well-organized, class environment in which students can take full advantage of the instructional program and available resource materials.  

PERFORMANCE RESPONSIBILITIES:

The person holding this position must be able to:

· Perform simple errands and tasks for student(s) such as sharpening pencils, carrying lunch trays, and the like.

· Assist the student(s) in such physical task as putting on and taking of outer ware moving from room to room, using the lavatory, entering and leaving school bus and so on.

· Listen to the student(s) in recitation, reading and other curriculum tasks, guiding and helping them.

· Work with small groups of students to reinforce materials / activities initially introduced by the teacher.

· Accompany the student(s) during field trips, trips to the office, and any IEP related out-of classroom activities.

· Establish, as fully as possible, a supportive and sympathetic relationship with the student(s) and their families.

· Serve as a resource person, and when requested, to the staff team engaged in student evaluation and referral decisions.

· Motivate students to achieve in academics and models exemplary conduct at all times.

· Engage in on-going professional growth activities such as college courses, in-service training’s etc., as applicable.

· Assist regular classroom teacher with special needs children in inclusion programs.

· Is able to lift objects weighing up to 30 pounds, as required.

Instructional Assistant – Special Education     Page 1 of  3     Jemez Mountain Schools    July 2010
· Is able to pushes objects weighing up to 100 pounds, as required.

· Assist teachers with classroom related tasks when not supervising / assisting special needs students.

· Meet, instruct and sponsor co-curricular activities as assigned by the unit supervisor.

· Participate in filling out time study for Medicaid reimbursement.

· Perform other tasks as may be deemed appropriate and necessary by the supervisor(s).

MINIMUM QUALFICATIONS:


Experience/Education:

· High school diploma or successful completion of the General Education Development (GED) Test requirements.

· Must have a Level III Educational Assistant License.
· Must be proficient in English and Spanish.

· Other qualifications determined to be necessary by the board.
Skills/Knowledge:

· Demonstrates positive attitude, interest and motivation expected of a para-professional.
· Must know how to properly operate or be willing to learn to operate all multi-media equipment including current technology.
· Knowledge of universal hygiene precautions.
Physical Requirements:

· Sitting, standing, lifting, and carrying (up to 30 lbs), reaching, squatting, kneeling, and moving light furniture may be required.
Environment/Scheduling:

· Must be able to work within various degrees of noise, temperature, and air quality.
· Interruptions of work are routine.  Flexibility and patience are required.
· Must be self-motivated and able to complete job assignments without direct supervision.
WORK SCHEDULE:
Contract Days:   ???? Work schedule and hours to be established by the Board of Education on an annual basis, through the recommendation of the Superintendent.

Hours Per Day:  ????  
Salary:                To be established by the Board of Education on an annual basis,     through the adoption of Salary Schedules.

EVALUATION: 
· Performance of this job will be evaluated in accordance with provisions of the adopted board policies.
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This job description for Instructional Assistant – Special Education is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Instructional Assistant – Special Education.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved By: ____________________________________Date:_____________

Special Education Teacher

Approved By: _____________________________________Date:____________

Principal

Approved By: _____________________________________Date:____________

Director of Special Education
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