
 

Job Coach 
 
QUALIFICATIONS: 

1. SKILLS are required to perform multiple tasks with a potential need to upgrade skills in order to meet 
changing job conditions. Specific skill-based competencies required to satisfactorily perform the functions 
of the job include: applying and interpreting assessment instruments; operating standard office equipment 
including using pertinent software applications; and preparing and maintaining accurate records. 

2. KNOWLEDGE is required to perform basic math, including calculations using fractions, percent’s, and/or 
ratios; read a variety of manuals, write/create documents following prescribed formats, and/or present 
information to others; and analyze situations to define issues and draw conclusions. Specific knowledge-
based competencies required to satisfactorily perform the functions of the job include: safe practices in 
work sites and other activities; correct English usage, grammar, spelling, punctuation and vocabulary; 
record keeping techniques; modern office practices and procedures; and pertinent federal/state labor laws 
and/or program requirements. 

3. ABILITY is required to gather, collate, and/or classify data; and use job-related equipment. Flexibility is 
required to independently work with others in a wide variety of circumstances; work with data utilizing 
defined and similar processes; and operate equipment using standardized methods. Ability is also required 
to work with a diversity of individuals and/or groups; work with a variety of data; and utilize job-related 
equipment. Problem solving is required to identify issues and collaborate with the  supervisor or designee 
to create action plans. Problem solving with data requires independent interpretation of guidelines; and 
problem solving with equipment is limited. Specific ability-based competencies required to satisfactorily 
perform the functions of the job include: communicating with diverse groups; maintaining confidentiality; 
working as part of a team; and meeting deadlines and schedules. 
 

 
REPORTS TO:       This position reports to the Supervisor of Special Services or Designee, and works in collaboration 
with the Lead Job Coach. Supervisor                 
 
JOB GOAL: The job of the Special Education Job Coach is established for the purpose(s) of providing support to the 
instructional program with specific responsibilities for supporting work experience opportunities for special 
education students by maintaining liaisons with community businesses and organizations; accompanying students 
to job sites; developing pre-employment and employment skills; providing information and/or direction to 
students; and promoting programs with staff and parents. 
 
PERFORMANCE RESPONSIBILITIES: 

1. Dresses appropriately for the job site/tasks. 
2. Communicates with the supervisor or designee about student performance at job training sites on a 

systematic and consistent basis, including problems and concerns.  
3. Follows through with suggestions and procedures. 
4. Becomes familiar with each student’s AFLS’s and IEP goals/objectives designed for the work site. 
5. Facilitates communication with employers, as appropriate. 
6. Serves as a link between the school and community work site setting.  
7. Utilizes task analysis forms to collect and record data about student performance. 
8. Follows district policies for protecting the health, safety and well-being of students.  
9. Assists supervisor,  teachers and related staff for the purpose of supporting lesson plans and/or 

developing students' vocational skills. 
10. Maintains confidentiality about all personal information and educational records concerning students and 

their families, and non-confidential manual and electronic lists and records for the purpose of 
documenting activities and/or providing reliable information. 



11. Monitors student performance in a variety of work sites according to program guidelines (e.g. visits job 
sites, obtains employer evaluations, serves as a liaison between employer & student, etc.) for the purpose 
of recording task/job performance and providing feedback on areas requiring additional training on 
techniques and methods for maintaining solid work habits.  

12. Participates in a variety of training meetings, workshops, etc. for the purpose of continually improving job 
coach skills.  

13. Tutors students in vocational skills (e.g., work requirements, interviewing skills, self-determination) for 
the purpose of enhancing their readiness for employment. 

14. The usual and customary methods of performing the job's functions require the following physical 
demands: some lifting, carrying, pushing, and/or pulling; some stooping, kneeling, crouching, and/or 
crawling; and significant fine finger dexterity. Generally the job requires 40% sitting, 20% walking, and 
40% standing. The job is performed under some temperature extremes and in a generally hazard free 
environment. 

 
 
 
Terms of Employment: 10 month year, flexible schedule. Non-unit employee through ESS (Mission One). 
 
Evaluation: Performance of this job will be evaluated in accordance with ESS (Mission One) 
 
 
Approved by:   Board of Education  

 


