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Nicholas County Classification Review Fact Sheet 

 
The following classifications are defined in W. Va. Code: 
 
Aide 
 
“Aide I” means a person selected and trained for a teacher-aide classification such as monitor aide, 
clerical aide, classroom aide or general aide. 

 
“Aide II” means a service person referred to in the “Aide I” classification who has completed a 
training program approved by the state board, or who holds a high school diploma or has received 
a general educational development certificate. Only a person classified in an Aide II class title may 
be employed as an aide in any special education program. 

 
“Aide III” means a service person referred to in the “Aide I” classification who holds a high school 
diploma or a general educational development certificate; and 

(A) Has completed six semester hours of college credit at an institution of 
higher education; or 
(B) Is employed as an aide in a special education program and has one year’s 
experience as an aide in special education. 
 

“Aide IV” means a service person referred to in the “Aide I” classification who holds high school 
diploma or a general educational development certificate; and 

(A) Has completed eighteen hours of State Board-approved college credit at a 
regionally accredited institution of higher education, or 
(B) Has completed fifteen hours of State Board-approved college credit at a 
regionally accredited institution of higher education; and has successfully 
completed an in-service training program determined by the state Board to be 
the equivalent of three hours of college credit. 
 

“Autism mentor” means a person who works with autistic students and who meets standards and 
experience to be determined by the state Board. 
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“Supervisory Aide” means a person required to supervise, control, direct, monitor, escort or render 
service to a child or children when not under the direct supervision of a certified professional 
person within the classroom, library, hallway, lunchroom, gymnasium, school building, school 
grounds or wherever supervision is required. “Under the direct supervision of a certified 
professional person”  
means that certified professional person is present, with and accompanying the aide. 
 
“Early Childhood Classroom Assistant Teacher I” means a person who does not possess minimum 
requirements for the permanent authorization requirements, but is enrolled in and pursuing 
requirement and employed in a pre-k or kindergarten classroom.  
 
“Early Childhood Classroom Assistant Teacher II” means a person who has completed the 
minimum requirements for a state-awarded certificate for early childhood classroom assistant 
teachers as determined by the State Board and employed in a pre-k or kindergarten classroom.  
 
“Early Childhood Classroom Assistant Teacher III” means a person who has completed permanent 
authorization requirements, as well as additional requirements comparable to current 
paraprofessional certificate and employed in a pre-k or kindergarten classroom.  
 
“Paraprofessional” means a person certified pursuant to § 18A-3-2a to perform duties in a support 
capacity including, but not limited to, facilitating in the instruction and direct or indirect 
supervision of students under the direction of a principal, a teacher or another designated 
professional educator. 
 
Bus Operator/Mechanic  
 
“Bus operator” means a person employed to operate school buses and other school transportation 
vehicles as provided by the state board.  
 
“Chief mechanic” means a person employed to be responsible for directing activities which ensure 
that student transportation or other county board-owned vehicles are properly and safely 
maintained. 
 
“Foreman” means a skilled person employed to supervise personnel who work in the areas of 
repair and maintenance of school property and equipment. 
 
“Mechanic” means a person employed to perform skilled duties independently in the maintenance 
and repair of automobiles, school buses and other mechanical and mobile equipment to use in a 
county school system. 

 
“Mechanic assistant” means a person employed as a mechanic apprentice and helper. 

 
“Supervisor of transportation” means a qualified person employed to direct school transportation 
activities properly and safely, and to supervise the maintenance and repair of vehicles, buses and 
other mechanical and mobile equipment used by the county school system.  
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Clerical/Administrative 
 
“Accountant I” means a person employed to maintain payroll records and reports and perform one 
or more operations relating to a phase of the total payroll.  
 
“Accountant II” means a person employed to maintain accounting records and to be responsible 
for the accounting process associated with billing, budgets, purchasing and related operations. 
 
“Accountant III” means a person employed in the county board office to manage and supervise 
accounts payable, payroll procedures, or both. 
 
“Clerk I” means a person employed to perform clerical tasks. 
 
“Clerk II” means a person employed to perform general clerical tasks, prepare reports and 
tabulations, and operate office machines. 
 
“Secretary I” means a person employed to transcribe from notes or mechanical equipment, receive 
callers, perform clerical tasks, prepare reports and operate office machines. 
 
“Secretary II” means a person employed in any elementary, secondary, kindergarten, nursery, 
special education, vocational, or any other school as a secretary. The duties may include 
performing general clerical tasks; transcribing from notes; stenotype, mechanical equipment or a 
sound-producing machine; preparing reports; receiving callers and referring them to proper 
persons; operating office machines; keeping records and handling routine correspondence. 
Nothing in this subdivision prevents a service person from holding or being elevated to a higher 
classification. 
 
“Secretary III” means a person assigned to the county board office administrators in charge of 
various instructional, maintenance, transportation, food services, operations and health 
departments, federal programs or departments with particular responsibilities in purchasing and 
financial control or any person who has served for eight years in a position which meets the 
definition of “Secretary II” or “Secretary III.” 
 
“Executive secretary” means a person employed as secretary to the county school superintendent 
or as a secretary who is assigned to a position characterized by significant administrative duties. 
 
“Payroll supervisor” means a person employed in the county board office who has primary 
responsibility for the payroll function and who either has completed twelve college hours of 
accounting from an accredited institution of higher education or has at least eight years of 
experience performing progressively difficult accounting tasks. Responsibilities of this class title 
may include supervision of other personnel.  
 
Food Service 
 
“Cafeteria manager” means a person employed to direct the operation of a food services program 
in a school, including assigning duties to employees, approving requisitions for supplies and 
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repairs, keeping inventories, inspecting areas to maintain high standards of sanitation, preparing 
financial reports and keeping records pertinent to food services of a school; “Cook I” means a 
person employed as a cook’s helper.  
 
“Cook II” means a person employed to interpret menus and to prepare and serve meals in a food 
service program of a school. This definition includes a service person who has been employed as 
a “Cook I” for a period of four years. 
 
“Cook III” means a person employed to prepare and serve meals, make reports, prepare 
requisitions for supplies, order equipment and repairs for a food service program of a school 
system.  
 
“Food services supervisor” means a qualified person who is not a professional person or 
professional educator as defined in section one, article one of this chapter. The food services 
supervisor is employed to manage and supervise a county school system’s food service program. 
The duties include preparing in-service training programs for cooks and food service employees, 
instructing personnel in the areas of quantity cooking with economy and efficiency and keeping 
aggregate records and reports.  
 
Maintenance/Custodian 
 
 “Carpenter I” means a person classified as a carpenter’s helper.  
 
“Carpenter II” means a person classified as a journeyman carpenter.  
 
“Crew leader” means a person employed to organize the work for a crew of maintenance 
employees to carry out assigned projects.  
 
“Custodian III” means a person employed to keep buildings clean and free of refuse, to operate 
the heating or cooling systems and to make minor repairs.  
 
“Electrician II” means a person employed as an electrician journeyman or one who holds a 
journeyman electrician license issued by the State Fire Marshal.  
 
“Foreman” means a skilled person employed to supervise personnel who work in the areas of 
repair and maintenance of school property and equipment.  
 
“General maintenance” means a person employed as a helper to skilled maintenance employees, 
and to perform minor repairs to equipment and buildings of a county school system.  
 
“Groundsman” means a person employed to perform duties that relate to the appearance, repair 
and general care of school grounds in a county school system. Additional assignments may include 
the operation of a small heating plant and routine cleaning duties in buildings.  
 
“Heating and air conditioning mechanic II” means a person employed at the journeyman level to 
install, repair and maintain heating and air conditioning plants and related electrical equipment.  
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“Heavy equipment operator” means a person employed to operate heavy equipment.  
 
“Plumber I” means a person employed as an apprentice plumber and helper.  
 
“Plumber II” means a person employed as a journeyman plumber.  
 
“Truck driver” means a person employed to operate light or heavy duty gasoline and diesel-
powered vehicles.  
 
“Warehouse clerk” means a person employed to be responsible for receiving, storing, packing and 
shipping goods.  
 
Technology 
 
“Electronic technician II” means a person employed at the journeyman level to repair and maintain 
electronic equipment.  
 
 


