SAN LUISOBISPO COUNTY OFFICE OF EDUCATION

JOB TITLE: INSTRUCTIONAL ASSISTANT, EMOTIONALLY DISTURBED AND ALTERNATIVE
EDUCATION

REPORTSTO: Executive Director, Principal, or Designee
SUPERVISES: No supervisory responsibilities

DEFINITION: Assist a classroom teacher in reinforcing instamctto individual or small groups of
emotionally disturbed or alternative education sthstudents (K-12)in a classroom or other learning
environment.  Assist in behavior management amtiuotion modification for students with challengin
behaviors. Tutor students in elementary, junighhiand high school subjects. Assist in the prejuaraof
instructional materials and implementation of lesptans. Provide routine clerical support.

QUALIFICATIONS:
Required:
1. High school diploma or equivalent.
2. AA degree (or equivalent) or passage of proficieecgmination in compliance with Education Code and
No Child Left Behind Act.
3. Sufficient training and experience to demonstrate knowledge and abilities listed below, including
experience working with students in an organizétihge
4. First Aid and CPR Certification (provided by SLOCPOBwust be obtained within 130 days of
employment.
5. Federal Bureau of Investigation and the CaliforBiapartment of Justice fingerprint clearance as
required by California Education Code.
Desired:
1. Experience with at-risk or emotionally distwibeouth.

KNOWLEDGE AND ABILITY:

1. Knowledge of student guidance principles and peastirelated to children with special education or
behavioral needs, which may includddictions, probation, homelessness, abuse, tegrageancy,
autism, bipolar disorder, drug use, truancy, argeadisorders.

2. Knowledge of subjects taught in SLOCOE schooldutiog mathematics, language arts, social studies,

science, and electives.

Knowledge of classroom procedures, safe practineslassroom and school yard, and appropriate

student conduct.

Knowledge of methods of collecting and organiziaged

Knowledge of basic record-keeping and report prapar techniques.

Ability to assist with instruction and related adies in a classroom or assigned learning enviremimn

Ability to remain calm and assertive while dealimigh students with challenging behaviors.

Ability to demonstrate an understanding, patient, and reeeptivtude toward students with special

education or behavioral needs.

9. Ability to monitor, observe and report student beabaand progress according to approved policies an
procedures.

10. Ability to observe health and safety regulations.

11.Ability to perform a variety of clerical duties iluding operating a computer, typing, filing and
duplicating materials.

12. Ability to establish and maintain cooperative afféaive working relationships with others.
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13. Ability to communicate effectively both verbally &m writing.

14. Ability to understand and follow oral and writtamstructions.

15. Ability to maintain regular and reliable attendance

16. Ability and willingness to obtain Crisis Interveati Training (CIT) certification (provided by SELPA
and/or SLOCOE) as required by the position.

17.Ability to work independently, prioritize and maregnultiple tasks and effectively apply time
management skills.

18. Ability to establish and maintain positive and effee working relationships with diverse populagon

19.Ability to understand and carry out assignmentsaimeat, orderly, accurate, and timely fashion
following verbal or written instructions with minmhsupervision.

20. Ability to exercise sound judgments and decisiond & evaluate the results of those judgments and
decisions.

21. Ability to deal with problems or issues involvingveral concrete variables in standardized situstion

ESSENTIAL FUNCTIONS:

1. Assist a teacher in reinforcing instruction to indual or small groups of Alternative Education or
emotionally disturbed students in a classroom beolearning environment. Assist assigned teacher
with the implementation of lesson plans and IE@enfer with the teacher concerning IEP’s, lesson
plans and materials to meet student needs.

2. Assist students in the completion of classroomgassents, homework and projects in various subject
areas. Monitor and oversee student drills, prastand assignments in various subjects, such ebralg
geography, art, and English/Language Arts. Assiglents with a variety of computer operations as
directed.

3. Assist with administering student tests as requit®dade student tests and assignments. Assist in
implementing approved procedures of behavior managéand instruction modification for students
with challenging behaviors, which may include angenotional issues, autism, bipolar disorders, drug
use, or truancyEnsure student understanding of classroom rulégeoctedures. Record data and
progress regarding student performance and behavior

4. Ensure the health and safety of students by foligwiealth and safety practices and procedures.

Maintain the learning environment in a safe, ongdarid clean manner. Provide classroom support by

setting up work areas and displays and distribuaimg) collecting paper, supplies, and materials.

Assist students with the development of socialational and job searching skills as assigned.

Supervise the loading and unloading of studentsuses as directed. Escort students to and from

designated locations as assigned. Monitor amdlant with students during outdoor PE, and other

recreational activities as directed. Accompanyleis on field trips, recreational functions, sbcia
events, and during outdoor activities.

Assist students with physical education and remeal activities and games.

Prepare and serve breakfast, lunch and snacksdergs. Record and notify appropriate staff othun

counts. Collect, track, and record school luncimeyoas assignedOrder and arrange for food items.

9. Provide routine first aid to injured students adoog to established procedures as needed. Administ
medications according to prescribed instructionsegsired. Respond to medical emergencies and
prepare related paperwork as appropriate.

10. Perform a variety of clerical duties in supportta#ssroom activities such as preparing, typing,
duplicating and filing instructional materials. diiibute, collect, prepare and process attendamck,
various other forms and documents. Record andynmrents of student attendance. Answer telephone
calls and provide general class and student infoom&o parents and others as assigned.

11. Assist with student enroliment functions as assignerepare mandated reports and documentation as
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required.

12.Operate a variety of office and classroom equipmesitiding a copier, fax machine, computer and
assigned software.

13.Monitor inventory levels of classroom supplies.si&sin ordering, receiving and maintaining
appropriate inventory levels of supplies. Maints@curity of classroom and office supplies and
equipment.

14. Attend and participate in various meetings as assig

15. Assist in relaying information to outside agenaesl the public concerning SLOCOE program
operations and activities as required.

16.Handle confidential information and materials wittmplete security.

17.Other duties as required within the scope and kil of the job classification.

ENVIRONMENT:
Classroom environment.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate standéide and classroom equipment.
Sitting or standing for extended periods of time.

Bending at the waist, kneeling or crouching to stsstiudents.

Seeing to read a variety of materials and monitoient activities.

Hearing and speaking to exchange information.

Physical agility to lift 20 pounds to shoulder Hig

Lifting, carrying, pushing or pulling moderatelyadwy objects.

Running and walking on uneven or rugged terrain.

HAZARDS:

Contact with dissatisfied or abusive individuals.

Potential for exposure to fumes from pepper spray.

Potential for contact with blood and other bodyidfy which may contain bloodborne pathogens and
communicable infectious diseases.

Potential exposure to verbal abuse and aggresshvaviorg hitting, biting, scratching, kicking, etc.)
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