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Job Description

Job Title: Classroom Teacher

Department: Elementary

Reports to: Director of Lower School

Grade Level: Type of Position: Hours: 40/week

First

Full Time Exempt

Essential Duties and Responsibilities:

The classroom teacher at Ancillae-Assumpta Academy organizes and implements an
appropriate instructional program that facilitate active learning in flexible learning
environments, encouraging students to reach their full potential.

More specifically, the Classroom Teacher:

Plans, prepares and delivers lesson and instructional materials that facilitate active
learning.

Instructs and monitors students in the use of learning materials and equipment.
Integrates relevant technology to support and differentiate instruction.

Manages student behavior in the classroom by establishing and enforcing rules and
procedures.

Maintains discipline in accordance with the rules of the school.

Provides appropriate feedback on work.

Encourages and monitors the progress of individual students and use information to
adjust teaching strategies.

Maintain accurate and complete records of students' progress and development.
Updates all necessary records accurately and completely as required.

Prepares required reports on students and activities.

Participates in faculty, curriculum department, area, and parent meetings.
Communicates necessary information regularly to students, colleagues, and parents
regarding student progress and student needs.

Establishes and communicates clear objectives for all learning activities.

Prepares classroom for class activities.

Provides a variety of learning materials and resources for use in educational activities.
Observes and evaluate students’ performance and development.




Assigns and grades class work, homework, tests, and assignments.

Demonstrates preparation and skill in working with students from diverse cultural,
economic, and ability backgrounds.

Encourages parent and community involvement, obtains information for parents when
requested, promptly return phone calls, and answer emails.

Participates in appropriate professional activities.

Participates in extracurricular activities such as social activities, sporting activities,
clubs and student organizations as directed.

Performs other duties as assigned.

Work Experience Requirements:

Excellent oral, verbal and written communication skills, including ability to
effectively communicate with internal and external customers

Must be able to work under pressure and meet deadlines, while maintaining a positive
attitude and providing exemplary customer service

Excellent computer proficiency

Ability to work independently and to carry out assignments to completion within
parameters of instructions given, prescribed routines, and standard accepted practices

Education Requirements:

Bachelor’s Degree
PA Certification
Must have PA Criminal History, PA Child Abuse, and FBI clearances

Physical Requirements:

Ability to safely and successfully perform the essential job functions consistent with
the ADA, FMLA and other federal, state and local standards, including meeting
qualitative and/or quantitative productivity standards.

Ability to maintain regular, punctual attendance consistent with the ADA, FMLA and
other federal, state and local standards

Regularly required to sit, stand, walk, talk, hear, operate a computer, hand-held learning
devices and other office equipment, reach with hands and arms, and must lift and/or
move up to 20 Ibs.

Must be able to talk, listen, and speak clearly on telephone

Must be physically able to manage student behaviors




The Academy has reviewed this job description to ensure that essential functions and basic
duties have been included. It is intended to provide guidelines for job expectations and the
employee's ability to perform the position described. It is not intended to be construed as an
exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and
requirements may be assigned by supervisors as deemed appropriate. This document does not
represent a contract of employment, and Ancillae-Assumpta Academy reserves the right to
change this position description and/or assign tasks for the employee to perform, as the
Academy may deem appropriate.
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