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SUMMARY: Performs any combination of the following instructional tasks in the 

classroom to assist teaching staff of elementary or secondary school and supervises students and 

maintains discipline in the school setting in the buildings, on the playground, at bus loading 

zones and at crosswalks by performing the following duties: 
 

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

 

 Discusses assigned teaching area with classroom teacher to coordinate instructional efforts. 

 

 Prepares, and develops various teaching aids such as charts, and graphs and adapts lessons and 

activities with teacher approval. 

 

 Presents subject matter to groups of students, utilizing variety of methods and techniques such as 

lecture, discussion and supervised role playing. 

 

 Administer, collect examinations and record the results. 

 

 Instructs students individually or in a small group setting under the direction of certificated 

employee(s). 

 

 Assists students, individually or in groups, with lesson assignments to present or reinforce learning 

concepts. 

 

 Supervises students in and around the school plant. 

 

 Assists students with clothing and other protective items depending upon weather conditions. 

 

 Provides regular reports to the classroom teacher or principal of rule infractions. 

 

 May keep records of student progress. 

 

 May record student progress and provide feedback to the student and/or teacher. 

 

 Develops and maintains an appropriate filing and record keeping system. 

 

 May operate audio visual equipment. 

 



 May serve on building committees. 

 

 May attend in-service related activities. 

 

 Maintains and/or assists with student discipline, including the development and maintenance of 

positive student behavior. 

 

 Maintains a high degree of confidentiality with regard to district-related matters and records. 

 

 Provide instructional support in a computer laboratory environment. 

 

 Assist the teacher in rewriting of materials to meet academic levels of a student or group. 

 

 Escorts students and monitors them during non-classroom hours. 

 

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. 

 

EDUCATION AND/OR EXPERIENCE 

The following paraprofessional requirements went into effect on January 8, 2002 and apply to all 

paraprofessionals with instructional duties working in programs supported by Title I Part A funds and, all 

paraprofessionals with instructional duties in school-wide Title I schools.  The paraprofessional must have 

completed at least 2 years of study at an institution of higher education or, obtained an Associate’s (or higher) 

degree; or will be required to take and pass the state assessment. 

 

SPECIAL SKILLS: 

 Model a positive attitude for students, staff and community. 

 

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

of equipment. 

 

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

 

 Ability to keep work organized and carry out duties effectively and efficiently, including the ability 

to set priorities. 

 

 Ability to work effectively under pressure. 

 

 Ability to communicate clearly and concisely with courtesy and respect. 

 

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

different conditions. 

 

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

 

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

 

MATHEMATICAL SKILLS: Ability to add, subtract, multiply, and divide in all units of measure, using 

whole numbers, common fractions, and decimals.  Ability to compute rate, ratio and percent and to draw and 

interpret graphs. 



 

REASONING ABILITY: Ability to solve practical problems and deal with a variety of concrete variables in 

situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in 

written, oral, diagram, or schedule form. 

 

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 25 pounds and occasionally lift up to 50 pounds.  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. 
 

* While performing the duties of this job, the employee may occasionally work in outside weather conditions.  
 

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


