' DE SMET JESUIT

JOB DESCRIPTION

Title: Student Support Specialist
FLSA Status: __Exempt _X_ Non-Exempt Non-Exempt - Part-time

Job Summary:

The Student Support Specialist works directly with middle school students to develop the
executive functioning skills, academic habits, and organizational strategies necessary for
success. Through individual coaching, small-group support, study hall oversight, and
classroom assistance, this role helps students build independence, responsibility, and
confidence while supporting the mission of Jesuit education and the development of the
whole student.

Key Responsibilities:

1. Executive Functioning and Academic Support

e Work with students individually and in small groups to develop organization, time
management, planning, and study skills.

e Monitor student academic progress, assignment completion, and organizational
systems.

e Support students experiencing executive functioning challenges through coaching,
accountability, and skill development.

e Deliver mini-lessons and workshops focused on executive functioning, study
strategies, and academic success.

e Assist students in developing self-advocacy and increasing independence.

2. Study Hall Leadership and Student Success Systems

e Supervise and facilitate study halls to ensure productive use of time and effective
work habits.

e Reinforce school-wide systems related to organization, assignment tracking, and
academic responsibility.

e Collaborate with teachers to identify students who may benefit from additional
support.

e Communicate student progress and concerns with faculty and administrators.
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Assist with the implementation of student support initiatives and interventions.

3. Classroom Support and Student Supervision

e Provide classroom support to teachers and students as assigned.

e Assist with accommodations and modifications under the direction of faculty and
support personnel.

e Supervise students during transitions and other non-instructional periods as assigned.

¢ Build positive relationships with students while maintaining appropriate professional
boundaries.

e Maintain confidentiality and professionalism in all student interactions.

e Perform other duties as assigned by the Dean of Middle School.

Supervision Exercised: None

Supervision Received (title of supervisor): Dean of Middle School

Minimum Qualifications:

e High school diploma.

e Experience working with middle school students in an educational setting

e Strong organizational, communication, and interpersonal skills.

e Understanding of executive functioning, study skills, and adolescent development.
e Patience, flexibility, and a student-centered approach.

e Commitment to the mission and values of Catholic, Jesuit education.

Additional Preferred Qualifications:
e Associate's or Bachelor's degree
e Practicing Catholic
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