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SUMMARY: Teaches one or more subjects to students in public secondary schools by performing the 

following duties. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned: 

 

 Uses best practices to instruct students.  Research-based methods are employed. 

 Prepares course objectives and outline for course of study following curriculum guidelines or 

requirements of state and school district. 

 Administers tests to evaluate pupil progress; records results.  Test results drive instruction. 

 Keeps attendance records. 

 Supervise students outside of the classroom-i.e. detention, hallways, fieldtrips 

 Maintains discipline in classrooms. 

 Meets with parents to discuss student progress and problems. 

 Participates in faculty and professional meetings, educational conferences and teacher training 

workshops. 

 Performs related duties such as sponsoring one or more activities or student organizations, assisting 

pupils in selecting courses of study and counseling students in adjustment and academic problems. 

 Attends staff meetings and building events, such as open house. 

 Compiles and maintains equipment inventory records. 

 Prepares students for standardized tests required by the State or college admission. 

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

 Develops and maintains the student record including required ranking sheets, student progress reports, 

program correspondence, parental notification correspondence and other related documents. 

 

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)  

 

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. Algebra 

 

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

 

CERTIFICATES, LICENSES, REGISTRATIONS 

 Teaching certificate and 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. 


