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To 
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SUMMARY: 
Under supervision of the site principal or designee, and in cooperation with the classroom 

teacher, serves as an assistant to certificated personnel in the supervision, care and instruction of 

transitional kindergarten students; assists the teacher with clerical tasks or other duties to 

implement the transitional kindergarten program; and provides individual care needs including 

assisting students with bathroom procedures and other hygiene needs when needed. 

SUPERVISION: 
Supervision including evaluation to be provided by the principal or designee such as student 

services manager. Technical and functional supervision is provided by the certificated teachers to 

whom assigned. 

DUTIES AND RESPONSIBILITIES: 
Duties and responsibilities may include, but are not limited to, the following: 

 Assist classroom teacher with the creation, preparation and implementation of classroom 

learning experiences that promote an inclusive, positive, motivating and educationally 

rich learning environment for young learners.  

 Under the supervision of the classroom teacher, provide instruction, supervision and 

assistance to students individually, in small groups, and as a class collaboratively. 

 Under the direction of the classroom teacher or other certificated personnel, administer 

language tests and other assessments; assist in scoring and recording test results. 

 Assist in preparing and designing a welcoming, stimulating and safe classroom 

environment. 

 Assist in maintaining a neat, clean, safe and sanitary classroom and play environment 

within the course of instructional time and occasionally before and after school. 

 Model good manners, kindness, and fairness. 

 Assist the Academic Dean, Student Service Manager, and Teacher to establish and 

implement positive behavioral supports. 

 Supervise students upon arrival, dismissal, recess, lunch and other breaks; additionally, 

provide supervision on field trips, at assemblies and other school functions. 

 Assist and supervise students during meals and snacks in cafeteria, classroom, or other 

eating locations, and assisting students with meals as needed (light preparation duties 

such as distributing food, cutting fruit, opening packages, etc.). 



 Supervise and assist students in the bathroom, including with toileting, diapering, and 

toilet training when necessary; Assist students with additional hygiene needs when 

necessary. 

SECONDARY DUTIES: 

 Assist in maintaining student records and files. 

 Successfully operate computers, audiovisual equipment, copying machines and other 

equipment related to the educational program. 

 Perform general clerical duties to support the Transitional Kindergarten program, such as 

filing materials, making copies, completing forms, corresponding with school staff and 

parents, etc. 

 Attend and participate in faculty/staff meetings and professional development 

opportunities as requested by supervisor(s).  

 Based on potential enrollment fluctuations, may also assist in other primary grade levels. 

 Other related duties to this classification as deemed necessary by the School Principal or 

Designee.  

EMPLOYMENT STANDARDS: 

KNOWLEDGE AND ABILITIES: 

 Knowledge of general needs and behaviors of young children and demonstration of 

empathy for children. 

 Ability to organize, supervise and instruct students in a variety of settings. 

 Ability to maintain a positive attitude. 

 Ability to establish and maintain cooperative working relationships. 

 Ability to communicate clearly orally and in writing. 

 Ability to recognize hazards for safety, take appropriate action in emergency situations, 

follow procedures in a calm, responsible manner. 

EDUCATION, EXPERIENCE AND OTHER QUALIFICATIONS: 

 AA/AS in Child Development or similar field of study preferred 

 12 Units of Early Childhood Education or comparable professional development in Early 

Childhood Education, or be willing to work towards completing this  

 Experience in an early childhood educational environment preferred  

 Must pass a basic proficiency test upon initial employment or possess an A.A. or higher, 

or 48 units at an accredited institution of higher learning 

 Must demonstrate fluency in English  

 First Aid certification required. 

 CPR certification desired 

 Department of Justice and FBI Fingerprint clearance  

 Negative tuberculin test 



PHYSICAL DEMANDS:  
The physical requirements indicated below are examples of the physical aspects that this 

position classification must perform in carrying out essential job functions. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 Occasionally lifting or carrying up to 25 pounds. 

 Dexterity of hands and fingers to operate standard office equipment and computer. 

 Sitting or standing for extended periods of time. 

 Bending and twisting at the waist, kneeling, squatting or crouching. 

 Seeing to read a variety of materials and monitor student activities. 

 Hearing and speaking to exchange information. 

 Pushing, pulling, grasping and reaching with hands. 

WORK ENVIRONMENT: 

 Constant interruptions 

 Generally hazard free environment in a clean atmosphere 

 Moderate noise level 

 Classroom and outdoor supervision 

 Outdoor weather conditions such as cold, hot and rainy seasons 
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