
JOB DESCRIPTION 

PRESCOTT SCHOOL DISTRICT NO. 402-37 

 

JOB TITLE:  SPECIAL EDUCATION TEACHER 
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SUMMARY: Develops Individualized Educational plans according to the academic, physical and social needs 

of the students.  Instructional delivery is carried out based upon the plan. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES OF THE SPECIAL EDUCATION TEACHER include the 

following.  Other duties may be assigned: 

 

 Administers achievement tests and evaluates test results to discover level of Academic Social/Adaptive 

Emotional skills. 

 Selects and teaches standards-based curriculum.  Plans curriculum and prepares lessons and other 

instructional materials to meet individual needs of students, considering such factors as physical, 

emotional, and educational levels of development. 

 Confers with school counselors and teaching staff to obtain additional testing information and to gain 

insight on student behavioral disorders affecting learning processes. Confers with parents, 

administrators, testing specialists, social workers and others to develop individual educational plans of 

students. 

 Develops and implements Behavior Intervention Plans, where necessary. 

 Instructs students on socially acceptable behaviors and personal development skills. 

 Prepares special needs students for inclusion and transition to mainstream classes/employment. 

 Prepares alternative assessments for students, where necessary. 

 Keeps attendance records.  

 Maintains discipline in classrooms. 

 Designs special help programs for low achievers and encourages parent teacher cooperation. 

 Attends professional meetings, writes reports, and maintains confidential records. 

 Observes students for signs of disruptive behavior such as violence, verbal outbursts and episodes of 

destructiveness.  Teaches socially acceptable behavior employing techniques such as behavior 

modification and positive reinforcement. 

 Prepares for and assists with program audits. 

 Attends staff meetings and building events, such as Open House. 

 Compiles and maintains equipment inventory records. 

 Determines needs and orders supplies and materials, within assigned budget limits. 

 Develops and maintains a student record including eligibility sheets, student progress reports, program 

correspondence, parental notification correspondence and other related documents. 

 Coordinate multiple paraeducators to meet the educational, personal, care, and social needs of the 

students. 

 Identifies the needs of assigned students through formal and informal assessments. 

 Reviews referral data, history and assessment data to develop appropriate goals and objectives for each 

student. 



 Prepares and reviews IEP’s with parents, school administrators and general education teachers. 

 Monitors, evaluates and documents each student’s progress utilizing appropriate measurements and 

assessment devices. 

 Collaborates and consults with other school personnel regarding the implementation of the IEP and 

related services. 

 Modifies and adapts conventional education programs and curriculum to meet the requirements of 

special needs students. 

 Maintains regular communication with parents by means of email, phone calls and conferences. 

 

QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able to 

perform each essential job duty satisfactorily.  The requirements listed below are representative of the 

knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 Successful experience working with children. 

 Ability to work independently, and to independently learn operations, procedures, processes and use of 

equipment. 

 Ability to exercise sound, independent judgment, including handling of confidential matters. 

 Ability to keep work organized and carry out duties effectively under pressure. 

 Ability to communicate clearly and concisely, with courtesy and respect. 

 Ability to interact with others in the work environment, including the ability to adapt to new or different 

conditions. 

 Ability to be dependable, including good habits in attendance and punctuality. 

 

EDUCATION AND/OR EXPERIENCE:  Bachelor’s Degree (BA/BS) or higher with an endorsement in special 

education. 

 

LANGUAGE SKILLS:  Ability to read, analyze, and interpret appropriate curriculum materials.  Ability to 

respond to common inquiries or complaints from parents.  Ability to effectively present information to 

colleagues, parents and administrators. 

 

MATHEMATICAL SKILLS:  Ability to apply concepts such as fractions percentages, ratios, and proportions 

to classroom applications including algebra. 

 

READING ABILITY:  Ability to define problems, collect data, establish facts and draw valid conclusions. 

 

CERTIFICATES, LICENSES, REGISTRATIONS 

 Teaching certificate appropriate endorsements. 

 
PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is regularly required to talk or hear.  The employee frequently is required to use 

hands to finger, handle, or feel objects, tools, or controls and reach with hands and arms.  The employee is occasionally required to 

stand; walk; sit; and stoop, kneel, crouch or crawl. 

 

The employee must frequently lift and/or move up to 10 pounds and occasionally lift up to 50 pounds with assistance.  Specific vision 

abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and the ability to 

adjust focus. 

 

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities 

to perform the essential functions. 

  

* The noise level in the work environment is usually moderate. 


