STFRANCIS

CATHOLIC HIGH SCHOOL

Job Profile

Job Title: Instructional Assistant

Department: | Student Academic Services

Reports to: Assistant Principal

Date: 4/24/26

Job Status:

Exempt [ Non-Exempt X
Full-time X 10-month position Part-time ]

General Summary
What is the primary purpose of this position?

The Instructional Assistant at St. Francis Catholic High School provides instructional, administrative,
and behavioral support to students with learning differences as well as students in the general
population who need academic support. The person in this role supports the Student Academic
Services mission by facilitating student access to curriculum and resources, reinforcing executive
functioning skills, and collaborating with the Learning Support Specialist to ensure an inclusive and
structured learning environment for all students at St. Francis Catholic High School. This role is vital in
ensuring every student, particularly those with diverse learning needs, reaches her full academic
potential while growing spiritually and socially. The successful candidate is expected to implement the
school mission and philosophy, to follow the policies of the Diocese of Sacramento, and to adhere to
the directives set by school administration. This is a full-time, 10-month, hourly position.

Essential Responsibilities
List all major job functions performed on a regular basis.
All areas of responsibility must be operated consistent with the Catholic mission of the school.

Direct Student Support & Instruction

e Integrated Instructional Support: Provide versatile assistance across classroom settings to
support the learning support specialist, lead teachers and peer tutors to ensure high-quality
academic support for students.

e Executive Function Coaching: Use evidence-based practices to provide structured support to
students in the area of foundational school skills, including organization, time management,
and task initiation.

e Facilitated Study Groups: Organize and lead student study groups during designated times
such as late starts and lunch periods.

e Accommodation Implementation: Implement and monitor student accommodations across
settings as outlined in various formal plans such as accommodation plans, concussion care
plans, student intervention plans, and extended illness plans.

e Resource Navigation: Guide students in accessing campus resources, including academic
coaching, the tutor lab, teacher consultations, and structured work sessions.

e Successfully foster and support an inclusive educational environment

Supervision & Environmental Support
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Student Oversight: Provide active supervision of students to ensure a safe, productive, and
focused learning environment.

Testing Coordination: Assist with the administration of tests and the implementation of
testing accommodations.

General Assignment: Perform related duties as assigned to support the broader student body
and school community.

Administrative & Program Assistance

Clerical Operations: Perform and maintain a variety of clerical duties, including managing
electronic records, attendance tracking, and reports related to student schedules and
program activities.

Resource Development: Assist in creating informational materials for families and students,
such as newsletters, service sign-up flyers, and test-preparation resources.

Data Collection: Assist the LSS in compiling basic data, grading, and program metrics to inform
and improve service effectiveness.

Instructional Prep: Support faculty by preparing and organizing instructional materials and
classroom resources.

Professional Collaboration

Multidisciplinary Teamwork: Work collaboratively with the Learning Support Specialist,
classroom teachers, counselors, and administrative staff to support student success.

Meeting Participation: Attend and contribute to parent conferences, 504/MSP review
meetings, and other professional consultations as assigned.

Work with individual students or small groups to reinforce concepts introduced by the
teacher.

Participate in lunch supervision duties as assigned and during non-instructional times, such as
masses and assemblies.

Attend and fully engage in all professional development, staff meetings, liturgies, masses,
prayer services, assemblies, Adult Faith Formation, and other school events.

Job Specifications/Requirements

List skills/experience required for adequate performance in this position. List preferred
experience and skills, if any.

Education:

‘ Bachelor’s degree preferred. Applicants with Associate’s degrees will also be considered.

Job experience:

1-3 years experience in a regular or Special Education classroom and/or experience in special
education or related field.

Technical/Functional skills:

Knowledge Of:

Fundamental Academic Skills: High school level proficiency in some subject areas (English,
Math, Science, or Social Studies) to provide effective support.
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Executive Function Basics: Familiarity with the pillars of student organization, including time
management, task initiation, and prioritization.

Learning Support Structures: Understanding the purpose and components of formal support
plans, such as accommodation plans and concussion care protocols.

Classroom Management: Standard techniques for maintaining student focus and a productive
learning environment in small group or classroom settings.

Modern Office Software: Proficiency in basic digital tools for record-keeping, such as Google
Workspace (Docs, Sheets, Slides) or school-specific Learning Management Systems (LMS).

Preferred Knowledge Of:

e Neurodiversity: Basic understanding of how different learning profiles (e.g., ADHD, Autism,
Dyslexia) impact a student’s ability to access the curriculum.
e Evidence-Based Interventions: Familiarity with specific strategies like "chunking" assignments,
using graphic organizers, or multisensory learning techniques.
e High School Operations: Experience working within a private or secondary school
environment and understanding the specific culture of a college-preparatory setting.
Must have:

Sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability,
and ethnic backgrounds of high school students.

Patience, empathy, and strong interpersonal skills for working with diverse learners.

Clear verbal and written communication skills.

Ability to satisfy Diocesan Safe Environment requirements, including a thorough background
check.

Ability to lift or move classroom equipment (typically 20-40 lbs).

Capability to stand, walk, or sit for extended periods during the school day.

Other Requirements:

Other duties may be required as needed.

Employee Signature: Date:

Supervisor Signature: Date:

HR Signature: Date:




