
POSITION DESCRIPTION

WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
Educational Paraprofessional
	 Department:
 Teaching & Instruction

	Immediate Supervisor’s Position Title:
Building Principal
	FLSA Status: 
Non-Exempt

	Job Summary:

Under the direction of the building principal and guidance of the classroom teacher, performs a variety of duties involved in the educational support of students.  The Educational Paraprofessional monitors students, supports in behavior and discipline needs, and works with students to reinforce material that is introduced by the teacher.   


SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	· Assist classroom teacher in students educational needs

a) Assist classroom teacher in performing specific duties as assigned 
b) Work with classroom teacher to discuss progress made on lessons and to discuss discipline strategies

c) Assist classroom teacher with discipline in the classroom as needed

d) Follow directions from certified teachers including classroom and ELL, Special Education and other teachers

e) Advise teacher on student issues

f) Maintain various records and confidential files, test scores and related records

g) Provide information and suggestions which others use to make decisions

h) Work closely with teachers and staff as necessary to assist students

i) Assists in copying materials, laminating materials, designing flyers or other support functions 

j) Supports in the implementation of interventions or academic support across curriculum and grade levels

k) Works with individuals or small groups to reinforce material introduced by the teacher
· Monitors students

a) Monitors students throughout the workday including in classrooms, hallways, stairwells, breakfast areas and the unloading and loading of buses.

· Establishes and maintains effective communication with Instructional Coaches, Teachers, and other educational support personnel
· Performs other duties of a comparable level or type, as required.

a) Attends training sessions, conferences, seminars, district and departmental meetings.

b) Keeps abreast of changing developments, trends, instructional and educational technologies.

· Performs other related duties within the scope of the position as assigned or requested to contribute to the efficient operation of Willmar Public Schools.    



SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	REQUIRED EDUCATION/TRAINING

 (choose one)
	DEGREE INFORMATION:    

Type of degree: (B.S., M.A., etc.)

High school degree or equivalent


	
	less than high school diploma
	

	x
	High school diploma or GED.
	Major field of study or degree emphasis:  


	
	1 year college
	
	2 years college
	

	
	3 years college
	
	4 years college
	

	
	1st year graduate level
	Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:

· Knowledge of district policies, guidelines, rules or philosophy pertaining to discipline and appropriate student behavior and consequences.

· Basic understanding of school computer systems and basic understanding of computer operations.

· Basic office procedures, equipment and operations.

· Considerable knowledge of the principles and practices of a paraprofessional.

· Some knowledge of cultural and racial relations.

· Ability to handle a variety of assignments or problems independently.

· Ability to apply a variety of procedures, policies, and/or precedents.

· Ability to apply fairly standard procedures. 

· Ability to read and interpret basic workplace data.



	
	2nd year graduate level     
	

	
	Doctorate level
	

	Required Work Experience in Addition to Formal Education/Training:



	LICENSE/

CERTIFICATION
	Identify licenses/certification required upon hiring:  

None 


	ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  


	
Skilled in:

· Interpersonal skills with children and adults.  
· Verbal and written communication skills.
·  Multi tasking and attention to detail
· Supervising student behavior in accordance with rules and guidelines.
· Basic mathematics and Reading.
· General typing or keyboarding skills.
· Basic computer skills


	RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 



	
	Titles of Positions Directly Supervised
	# of Employees

	
	
	

	TOTAL
	0


	INDIRECT SUPERVISION:

	Number of employees indirectly supervised:

  
	Total: 

0


	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted
	Unusual or hazardous working conditions related to performance of duties:

Work is performed in a typical school and library setting where the employee is exposed to minimal environmental or physical hazards or risks associated with performing the requirements of the job.  Employee may be subject to disagreeable human interactions and disagreements due do to the enforcement of media center rules and procedures.




	
PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	Employee is required to:
	Never
	1-33%

Occasionally
	34-66%

Frequently
	66-100%

Continuously

	Stand
	
	
	x
	

	Walk
	
	
	
	x

	Sit
	
	x
	
	

	Use hands dexterously (use fingers to handle, feel)
	
	
	x
	

	Reach with hands and arms
	
	x
	
	

	Climb or balance
	x
	
	
	

	Stoop/kneel/crouch or crawl
	
	x
	
	

	Talk or hear
	
	
	
	x

	Taste or smell
	x
	
	
	

	Physical (Lift & carry):                                               up to 10 pounds
	
	
	
	x

	up to 25 pounds
	
	x
	
	

	up to 50 pounds
	x
	
	
	

	up to 75 pounds
	x
	
	
	

	up to 100 pounds
	x
	
	
	

	more than 100 pounds
	x
	
	
	


	
PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	Physical requirements associated with the position can be best summarized as follows:
Light Work: 

Exerting up to 25 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or negligible amount of force constantly to lift, carry, push and pull or otherwise move objects in the performance of the job.


SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________

____________________

Department Head’s Signature







                              

Date

Classification History:

   Description created February 2018
  Date Board Adopted:__________________





This description describes the general nature and work expected of an individual assigned to this position. Employees may be required to perform other job-related duties as requested by their supervisor. All requirements are subject to possible modification to reasonably accommodate individuals with a disability.
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