	Job Title: 
	Instructional Aide – Special Ed Level K - 8


	Date Completed:
	May 2, 2006


	San Diego / Imperial County Schools JPA:
	




Job Analysis

This job analysis is representative of the position.  When used for a specific employee, this job analysis must be reviewed with the employee and supervisor and any differences noted on an Addendum page. This analysis is not meant to be a comprehensive description of this position’s duties, but an aid in determining an individual’s ability to perform the essential functions of the job, with or without accommodation.

Section I

Job Summary:  Under general direction, perform a wide variety of paraprofessional and teacher support duties and responsibilities, including assisting, tutoring and training students with disabilities in a classroom, workshop, business, community, or similar learning environment; assist in evaluating student progress; and perform other essential job-related duties as required.

Essential Functions / Tasks: 

1. Assist teachers with the presentation of learning materials, tutoring individuals or small groups of students, and providing proper examples while caring for student’s needs.

2. Oversee and supervise students during classroom activities in a variety of locations, including school sites, playground, businesses and community locations:  includes pushing wheelchairs, participation in physical education activities, transferring of students, assisting students with toilet use, and handling restraints.

3. Assist with supervision of vocational training on field trips, or during recreational or physical exercise periods.

4. Interpret and explain words and meaning and provide learning examples in academic and activity curriculum areas.

5. Observe and record information about student’s behavior and assists in student progress studies and evaluations; maintain records and reports, including progress, attendance, and grades.

6. Distribute and collect student work, supplies and materials.

7. Assist in preparing and maintaining displays, bulletin boards, and the general classroom/learning environment.

8. May perform clerical, correspondence, and typing/keyboarding duties.  On a limited basis, may operate audiovisual equipment and order audiovisual materials.

9. Keep abreast of this field through District sponsored in-service training, specialized adult school /college course work.

10. Comply with applicable state, local and federal rules, regulations and laws, and District policies and procedures.

11. Establish and maintain effective working relationships with teachers, parents, students, administrators, coworkers and general public.

12. Demonstrate and model safe, prudent and healthful work behaviors and practices.  Identify and work toward the elimination of unsafe or unhealthful work area condition.

Non-Essential Functions / Tasks: 
1. Perform other job-related work as required.

Qualifications:  Any combination of education and experience equivalent to one year of experience working with students in a learning situation.

Education:  
Licenses & Certificates:  
	X
	HS Equiv.
	X
	High School Diploma
	X
	Certification
	First Aid, CPR, 

	
	College
	
	College Degree
	
	
	Valid & current CA Class C Driver’s Lic.

	
	Other: 
	
	
	

	
	


Knowledge of:
· Psychology and methods used in the care, controlling and motivating of students with disabilities

· Record keeping, basic math, filing and record checking

· Applicable state, local and federal rules, regulations and laws, and District policies and procedures.
Skills/Ability to:

· Demonstrate skill in establishing and maintaining effective working relationships

· Operate a computer

· Provide own reliable transportation for travel to various work sites

· Lift and/or assist students whose weight may exceed 50 pounds

· Participate in Physical Education activities, including running and jumping

Physical Demands Frequency Definitions Based on an 8-hour day:


N = Never = 0%






S = Seldom = 1 - 10% ( < 45 minutes)





Oc = Occasionally = 11 - 33% (Up to 3.0 hours) 

                               
F = Frequently = 34 - 66% (Up to 6 hours)


                  
C = Continuously = 67 - 100% (More than 6 hours)
Section II



A.  Physical Demands

	
	Frequency
	
	Maximum interval
	
	Essential Job Functions
	
	Additional Information

	Sitting:
	F
	
	5 – 15 min
	
	All
	
	Sitting on chair, floor, ground

	Walking:
	Oc
	
	3 – 15 min
	
	1, 2, 3, 4, 6, 7, 8
	
	Walking, running

	Standing:
	F
	
	15 min
	
	1, 2, 3, 4, 6, 7, 8
	
	Duplicating at copier

	Stooping/Bending:
	Oc
	
	seconds
	
	1, 2, 3, 4, 5
	
	Assisting students

	Squatting/Crouching:
	S
	
	seconds
	
	2, 3
	
	Lifting students

	Climbing/Balancing:
	S
	
	seconds
	
	2, 3, 5
	
	Step stool, playground equip

	Kneeling:
	S
	
	seconds
	
	1, 2, 3
	
	Assisting students

	Twisting Back:
	F
	
	seconds
	
	2, 3
	
	Transferring students

	Neck Flexion/Rotation:
	F
	
	seconds
	
	All
	
	Paperwork assisting students

	Other:          
	
	
	
	
	
	
	


Comments/Examples: 

	Lifting Lbs.
	Frequency
	Height
	Essential Job Functions
	Description / Examples

	0 – 10
	F
	Waist
	1, 2, 5, 6, 7, 8
	Paper, books, supplies

	11 - 25
	S
	Waist
	1, 2, 5, 6, 7, 8
	Supplies, student backpack

	26 – 50 
	S
	Waist
	2, 3
	Students

	51 – 75 
	S
	Waist
	2, 3
	Students

	76 – 100
	N
	
	
	

	100 +
	N
	
	
	

	Assistance may be available for over   50   lbs.

Comments:




	Carrying Lbs.
	Frequency
	Distance of Carry
	Essential Job Functions
	Description / Examples

	0–10 
	F
	5 – 30 ft
	1, 2, 5, 6, 7, 8
	Classroom supplies, books, equipment

	11–25 
	S
	5 – 30 ft
	1, 2, 5, 6, 7, 8
	Classroom supplies, books, equipment

	26–50 
	S
	5 – 15 ft
	2, 3
	Students

	51–75 
	S
	5 – 15 ft
	2, 3
	Students

	76–100 
	N
	
	
	

	100+
	N
	
	
	

	Assistance may be available for over   50   lbs.

Comments:




B. Limb Coordination Activities

	
	Both
	Either
	Frequency
	
	Essential Job Functions
	
	Description/ Examples

	
	
	
	
	
	
	
	1, 2, 3
	
	Wheelchairs, swings

	Pushing & Pulling
	X
	
	X
	
	F
	
	
	
	

	
	
	
	
	
	
	
	1, 2, 3, 4, 5, 6, 7, 8
	
	Grading, writing, typing, phones, cutting, stuffing

	Fingering/Fine Manipulation
	X
	
	X
	
	C
	
	
	
	

	
	
	
	
	
	
	
	1, 2, 3, 4, 5, 6, 7, 8
	
	Papers, books, classroom supplies

	Handling/Simple Grasping
	
	
	X
	
	F
	
	
	
	

	
	
	
	
	
	
	
	1, 2, 3, 8
	
	Books, students

	Power/Firm Grasping
	X
	
	X
	
	F
	
	
	
	

	
	
	
	
	
	
	
	1, 2, 3, 8
	
	Using whiteboard, bulletin board, P.E. activities

	Reach Above Shoulder
	
	
	X
	
	Oc
	
	
	
	

	
	
	
	
	
	
	
	1, 2, 3, 8
	
	Using boards, retrieving materials, P.E. activities

	Reach at Shoulder
	
	
	X
	
	F
	
	
	
	

	
	
	
	
	
	
	
	1, 2, 3, 4, 5, 6, 7, 8
	
	Reaching for supplies, P.E. activities

	Reach below Shoulder
	
	
	X
	
	Oc
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Hand Controls
	
	
	
	
	N
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Foot Controls
	
	
	
	
	N
	
	
	
	


Comments

C.  Specific Auditory or Visual Requirements:

	Hearing:
	Communicate with staff, students, public; emergency bells, PA system, telephone

	Visual:
	Near
	Yes
	Color
	Yes
	Peripheral vision: Yes

	
	Distant
	Yes
	Depth
	No
	


D. Environmental Conditions
	
	Yes
	No
	Description/Examples

	Drive cars/truck, forklifts or other moving equipment
	
	X
	

	Working near hazardous equipment/machinery
	
	X
	

	Walking on uneven ground
	X
	
	Campus, playground

	Exposure to dust, gas or fumes 
	X
	
	Dust from construction; fumes from pens/whiteboard markers

	Exposure to noise (Required to wear ear protection)
	
	X
	

	Exposure to vibration
	
	X
	

	Exposure to extremes in temperature or humidity
	
	X
	

	Work at heights
	
	X
	Minimal climbing of stairs

	Exposure to biohazard materials such as sewage
	X
	
	Blood borne pathogens from student’s bodily fluid, breaking up student altercations

	Other (identify)
	
	
	

	Hazards:


Behavior and Cognitive Demands Frequency Definitions : Based on an 8-hour day

                               N = Never = 0%






S = Seldom = 1 - 10% ( < 45 minutes)





Oc = Occasionally = 11 - 33% (Up to 3.0 hours) 

                              
F = Frequently = 34 - 66% (Up to 6 hours)



C = Continuously = 67 - 100% (More than 6 hours)


G.   Behavior and Cognitive Components

	Essential or Non-Essential
	
	
	# Essential Function/

Frequency

	
	
	
	

	E
	Ability to comprehend and follow instructions

Maintain attention and concentration

Understand written or oral instructions


	
	C

	
	
	
	

	E
	Ability to perform simple and repetitive tasks


Ask simple questions or request assistance


Perform activities of a routine nature


Remember work procedures and locations


	
	C

	
	
	
	

	E
	Ability to maintain work pace and accuracy 


Perform activities within a given schedule; prioritize work load effectively


Perform tasks with consistency, accuracy meeting precise standards


	
	C

	
	
	
	

	NE
	Ability to synthesize, analyze complex data, 


Perform complex tasks requiring highly technical skills

    Perform high level cognitive, interpretive or judgment skills



	
	S

	
	
	
	

	NE
	Ability to perform work activities requiring negotiating, explaining or persuading skills

Ability to influence people (selling type skills)

Convince or direct others

Interact appropriately with public and vendors


	
	S

	
	
	
	

	E
	Ability to manifest interpersonal skills sufficient for getting along with others


Ability to work closely with others on a team

    Respond appropriately to direction, evaluation, or criticism 


	
	F

	
	
	
	

	E
	Ability to work alone effectively under stress or in situations dangerous to self or others 


Apply basic problem solving techniques


Make independent decisions or judgments


	
	F

	
	
	
	

	NE
	Ability to plan, direct, control, evaluate and supervise others 


Set realistic goals


Prioritize work load of others effectively

    
	
	S

	
	
	
	


Section III

Job analysis was prepared by Judy Lemm and reviewed by representatives from school districts.

	Print Name / Signature
	Position
	Date


	
	
	


	
	
	


	
	
	


	Judy K. Lemm, RN, BS. COHN-S
	Consultant
	05/02/2006


	
	
	



Section IV:  When used for specific employee

WORKER’ S NAME:  ____________________________________________

CLAIM NUMBER:      ____________________________________________

Employee Print Name/Signature____________________________________________  Date__________

Supervisor Print Name/Signature___________________________________________   Date__________

Comments/Addendum:
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