GRAND PRAIRIE ISD                                                      Instructional Aide (Page 1 of 1)	

Job Title: Instructional Aide								Wage/Hour Status: Nonexempt

Reports To: Campus Principal								Pay Grade: Para 1-2

Dept./School: Assigned Campus							Date Revised: 11/08/2017

Funding Source: Local

The following statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required.

Primary Purpose
Assist teacher in preparation and management of classroom activities and administrative requirements.  Work under supervision of certified teacher.

Qualifications

Education/Certification
Associates degree, High school diploma or GED plus 48 college hours, or have passed an approved college hours’ exemption exam
Valid Texas educational aide certificate

Special Knowledge/Skills
Ability to work well with children
Ability to communicate effectively

Experience
Some experience working with children

Such alternatives to the above qualifications as the administration may find appropriate and acceptable



















Name: ___________________________		Appraiser: _____________________________

On the following pages, you will find the evaluation rubric that supports the position.  An annual review of the duties assigned will be measured using the rubric and the explanation scales provided below.

Explanation of Scale

4 		Exceeds Expectations (3.5 – 4.0)

3		Demonstrates Proficiency (2.5 – 3.49)		

2		Below Expectations (1.5 – 2.49)		

1		Unsatisfactory Performance (1.0 – 1.49)

Major Responsibilities and Duties

_____1.	Assist the teacher in guiding the learning process toward the achievement of educational goals established for each student.
_____2.	Provide instruction individually or to small groups of students, under the supervision of the teacher.
_____3.	Assist students in interpreting directions.
_____4.	Assist in maintaining a neat, orderly classroom and in maintaining proper discipline at all times.
_____5.	Review and summarize lesson plans for students.
_____6.	Assist teacher in supervising student’s individual study through such activities as repeating instructions, answering questions, operating of audio-visual equipment, and checking answers.
_____7.	Tutor individual students and assist in improving student skills.
_____8.	Take all necessary and reasonable precautions to protect students, materials, and facilities.
_____9.	Demonstrate behavior that is professional, ethical, and responsible.
_____10.	Be prompt in attendance to assigned duties.
_____11.	Maintain good attendance, when absent comply with notification procedures.

Other
	
_____ 12. Perform such other duties and assume such other responsibilities as may, from time to time, be assigned.

_____ 13. Has demonstrated the district’s established quality customer service standards.


_______ Total/13    _______





Comments:






Supervisory Responsibilities
None

Equipment Used
Copier, personal computer, typewriter, and audiovisual equipment.

Working Conditions
Mental Demands/Physical Demands/Environmental Factors:
[bookmark: _GoBack]Maintain emotional control under stress.  Moderate standing, stooping, bending, and lifting.

SUMMATION









Date of Conference: ___________________________

Employee’s Signature: ____________________________

Appraiser’s Signature: _____________________________ 
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