
 

 
EDUCATIONAL ASSISTANT 1/ 

GROUP LEADER/DISCOVERY CLUB 
 

Job Description 
Job Code: EA10860 (10 months) / EA1860 (12 months) 

Bargaining Group: EA/54 
May 2017 

 
General Information 
 
Discovery Club is a Saint Paul Public Schools program providing out-of-school time child care in a safe, 
fun, caring environment that supports children’s learning and development. 
 
 
Reporting Relationships 
 
Works under the supervision of the Discovery Club Site Supervisor as well as the general supervision of 
the Discovery Club Program Manager and Supervisor. 
 
 
Minimum Qualifications 
 
Course work and/or experience in education, recreation, or other child-related fields for children ages 4-6 
or 5-12 to equal one of the following options is required: 
 

• AA degree or vocational certification in child development, or related field, and 1040 hours 
supervised work experience with children; or 

• Two years full time post-secondary training or its equivalent and 1040 hours supervised work 
experience with children; or 

• A bachelor’s degree in any field plus 1040 hours supervised work experience with children; or 
• A bachelor’s degree with elementary licensure or student teaching of relevant age group 

completed. 
• Current first aid and CPR certificates are desirable or must be obtained within three months of 

appointment. 
 
 
Knowledge, Skills, and Abilities 
 

• Knowledge of child development. 
• Knowledge of health and safety procedures for young children.   
• Basic computer skills. 
• Ability to independently plan and implement appropriate program experiences incorporating 

enrichment and recreational activities in areas that include but are not limited to children’s 
literature, crafts, games, music, gym activities, puppetry, cooking and or/ creative arts.  Ability to 
actively participate with children in these activities.  

• Ability to be solely responsible for a group of up to 15 children. 
• Ability to use positive methods of behavior guidance. 
• Ability to make decisions with a minimum of assistance.  
• Ability to ride a school bus to accompany children on field trips.   
• Ability to walk two miles on uneven terrain, lift 20 pounds, and accompany children in the water 

on swimming field trips. 
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Knowledge, Skills, and Abilities (continued) 
 

• Ability to relate to students and their parents/guardians with respect, enthusiasm, warmth, 
friendliness, sensitivity, patience, and cooperation. 

• Ability to work effectively with children and  their parents/ guardians who represent a wide range 
of social, economic, racial, and ethnic groups and with children who have special needs.  

• Ability to be flexible and work cooperatively with co-workers and school staff, and be open to 
changes in work schedule. 

• Ability to effectively communicate orally and in writing. 
• Ability to use work processing programs. 
• Able to work before and/or after school.  
• Able to work flexible hours on non-school days and during summer for 12 month employees. 

 
 
Responsibilities 
The essential job functions include, but are not limited to, the fundamental duties listed below. 
 
• Solely responsible for leading a group of up to 15 students, and/or jointly responsible for leading 

larger groups in conjunction with other Discovery Club staff at a 1:15 staff to student ratio. 
• Independently plan and implement appropriate enrichment and recreational activities for Discovery 

Club students; as appropriate, consult with Site Manager and other program staff when planning.  
Submit weekly lesson plans. 

• Provide appropriate behavior guidance for their group of students and take appropriate disciplinary 
action as needed. 

• Develop long-term supportive relationships with Discovery Club participants; assist students 
developing homework skills. 

• Build community with their group and establish a welcoming, engaging, respectful, cooperative 
environment. 

• Teach and model social skills, personal responsibility, problem solving, respect, and related skills.  
• Carry out appropriate health and safety procedures for the protection of the children in their group. 
• Plan and participate with their group in active indoor and outdoor recreational activities including 

swimming and walking.  
• Initiate and maintain appropriate daily contact and communications with parents/guardians of 

students in their group. 
• Implement the policies and procedures of the District and Discovery Club.  Actively support District 

and Discovery Club goals. 
• Maintain a clean, attractive environment in Discovery Club programming areas.  
• Practice effective teamwork; work cooperatively and collaboratively with co-workers and school staff. 
• Report to work on time for each shift.  Maintain accurate time card and sign-in/out sheet. 
• Attend all required staff development sessions and staff meetings. 
• Organize materials for student activities; maintain student records.  
• Contribute to the District’s Strong Schools, Strong Communities efforts by partnering with other staff 

to contribute to student achievement and the alignment and sustainability of resources.  
• Follow child accountability and supervision of children procedures in order to track student 

whereabouts at all times and ensure appropriate supervision of children. 
• Follow the established Nutrition Services procedures (i.e. snack counts, sanitation). 
• Submit to Site Manager supply order requests. 
• Provide accommodations for students with special needs and modify activities as needed to ensure 

respectful inclusion. 
• Perform other related duties as assigned.  


