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JOB DESCRIPTION
Job Title: 
Instructional Assistant 
Department: 
LifeBridge Academy
Reports To: 
Director of Education
FLSA Status: 
Hourly, Non-exempt

Prepared By: 
Human Resources Manager/Director of Education
Prepared Date: 
January 2021







Approved By: 
Human Resources
Approved Date: 
April 2021
SUMMARY
Serves as a positive role model for students through words, behaviors, attitudes, and all social interactions.  Provides support and assistance to students under the direction of the Lead Teacher, Teacher or Director of Education. Work with the teacher(s) to provide instructional, behavioral and administrative assistance with the goal of supporting students academically, emotionally, behaviorally, and socially. 
EDUCATION and/or EXPERIENCE 

High school degree with two or more years’ experience working with adolescents, preferably in a classroom setting.  Bachelor’s degree preferred. Must have patience, tact, and enjoy working with adolescents.

ESSENTIAL DUTIES AND RESPONSIBILITIES INCLUDE THE FOLLOWING: 
· Meet regularly with the classroom teacher(s) to coordinate efforts and ensure effective collaboration. 

· Tutor and assist students individually, in small or in large groups, as needed.
· Enforce code of conduct, dress code, and all other administrative polices governing students.

· Observe students’ performance and record relevant data to assist in assessing progress.
· Provide individual student accommodations as mandated by IEPs. 

· Supervise assessment accommodations such as small group administration, individual administration and read-aloud accommodations, as mandated by IEPs. 

· Assist with SOL administration.
· Instruct and monitor students in the use and care of equipment and materials in order to prevent injury and damage.

· Present subject matter to students under the direction and guidance of teachers.
· Organize and label materials and assist teacher with maintaining a positive classroom culture. 

· Assist teacher in assuring the classroom is is safe and clean.
· Type, file, and duplicate materials.

· Use computers, audiovisual aids, and other equipment and materials to supplement presentations.
· Attend staff meetings and serve on committees as required. 

· Prepare lesson materials, bulletin board displays, exhibits, equipment, and demonstrations as instructed by the teacher or Director.
· Carry out therapeutic regiments such as behavior modification and personal development programs, under the supervision of teachers and the Director.
· Assist teacher with grading student work and recording grades.

· Assist teacher with data collection for behavior management program.
· Assist students with online learning and online assessments.
· Assist teachers and Educational Assistant in preparing interim reports and report cards.

· Assist with student file maintenance.
· Other duties as assigned to assist with the smooth operation of the school.

Direct Care

· Maintain therapeutic relationships which do not allow self-disclosure of personal or
social information to students.

· Terminate student/staff relationship upon students’ discharge.

· Exercise appropriate intervention in accordance with the least restrictive alternative to
· protect students from harming self or others.

· Administer first aid to students in response to minor medical problems.

· Notify Educational Assistant or Director of Education of any significant student
medical complaint.

· Notify Lead Teacher or Director of Education of any unusual events,
accidents, medical problems, etc.
· Report any property damage or maintenance concerns to the Director of Education.

· Exercise fair, firm and consistent use of behavioral management system.
· Record accurate and complete information in the student chart.

· Use good interpersonal communication skills to gain student cooperation and resolve
student conflicts.

QUALIFICATIONS  
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.

MATHEMATICAL SKILLS 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

REASONING ABILITY 

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

CERTIFICATES, LICENSES, REGISTRATIONS 

Current driver's license. Certification in CPR and First Aid.
PHYSICAL DEMANDS  
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the direct care duties it is essential that the individual possess the physical abilities to safely and effectively perform physical restraints in accordance with those requirements set-forth by Crisis Wave; furthermore, regarding essential physical requirements associated with direct care  and recreation duties of this job, the employee is frequently required to stand; walk; sit; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear.  The employee may occasionally be required to climb or balance; stoop, kneel, crouch, or crawl; and taste or smell.  In the course of transporting students and recreational equipment, the employee is required to operate a motor vehicle, and may be required to lift and/or move up to 10 pounds.  Specific vision abilities required by this job may include close vision for reading, distance vision for driving, peripheral vision for driving, depth perception, and ability to adjust focus when changing activities.

WORK ENVIRONMENT  
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  Duties require working in office environment with moderate noise level, including computers, printers, ringing phones, copy equipment.  While performing the duties of this job, the employee is occasionally exposed to outside weather conditions.  The noise level in the work environment is usually moderate as would be found with office machines (indoors) and automobiles or recreational equipment (outdoors). Must have the ability to work with ethnically, linguistically, culturally, and economically diverse populations.


ACCEPTANCE OF JOB DESCRIPTION

I hereby acknowledge understanding of the duties outlined above and agree to perform them to the best of my ability.  I also understand that my performance will be formally evaluated by my supervisor annually and that evaluation will be thoroughly discussed with me.  I have received a copy of this job description.
_____________________

Employee Name (Print)





_____________________

Employee Signature




_____________________

Date
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