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Job Description - Jesuit High School

CLARC (Clark Library and Academic Resource Center) Support Assistant

Jesuit High School (JHS) is a Catholic, college preparatory school in the Jesuit tradition. Located
on the border between Portland and Beaverton, Oregon, JHS is recognized locally and nationally
for excellence and innovation in all of its programs. Jesuit High’s motto, Age Quod Agis (“Do
well whatever you do”), follows in the five-century tradition of St. Ignatius, who demanded that
Jesuit schools make use of the best pedagogical practices of the day to allow students to flourish.
We are seeking people who have the ability to provide to our students and school community,
toward our goal of preparing "men and women for others."

Overview:

The CLARC (Clark Library and Academic Resource Center) at Jesuit High School in Portland,
OR is looking for a Support Assistant. This is a 12-month position, with benefits year-round.
The work day is from 8:30 am to 5:00 pm. Excellent job for someone considering a career in
education, special education, or academic support, as you will serve on a team with highly
qualified professionals as mentors, and professional development opportunities to further your
education are available.

Compensation and Benefits:

e $22.50 per hour

Comprehensive health, dental and vision insurance

Long-term and short-term disability

Long-term care and life insurance

403b plan that allows for immediate participation

FSA-health, dependant care

Financial assistance with continuing education (e.g., college coursework)
Earned sick and vacation time

Responsibilities:

o Part of a collaborative, student-centered team supervising and supporting students in
the Clark Library and Academic Resource Center (CLARC)

e Welcome students into the CLARC and monitor attendance/check-in and check-out
process, communicating with teachers.

o Help students access and use assistive technology (Learning Ally).

e Serve as e-mail and attendance liaison to Edison High School hybrid students

e Support peer tutors, adult tutors, and NHS attendance/calendars

e Oversee CLARC aides on a day-to-day basis



e Serve regular flex/break/lunch rotations

e Assist testing coordinator with make-up and extended-time testing as needed
o Library space scheduling (e.g. collaboration rooms)

e Oversee supply inventory and re-order lists

e Support 0/8th period as needed, including induction process

e Covering, labeling and checking out books

e Manage learning inventory process with CLARC director

e Summer remediation support via AVLI and “Accelerate” program support

e Other team duties as needed

Qualifications:

BA preferred, but not required.

Must be tech-savvy, team-spirited and flexible.
Experience working with high school students required
Collaborative and flexible: student-centered

Ability to effectively serve and support the Catholic vision and mission of Jesuit High
School.

Additional Information:

To be considered for the CLARC Support Assistant role, please send a cover letter and resume to
hiring@jesuitportland.org.

Notice of Non-Discrimination: Jesuit High School provides equal employment opportunities
to all qualified persons without regard to race, color, religion, gender (sex), national origin, age,
veteran status, sexual orientation, gender identity, disability, genetic information or any other
characteristic protected by law. Jesuit High School provides equal employment opportunities
without regard to religion when Catholic faith is not a job requirement.


mailto:hiring@jesuitportland.org

