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JOB DESCRIPTIOM

Pi)slllon title
Special Needs Assistant

Narme of prasani amployes Posttion localion
FORT SIMPSON

Position Ne- 27948

Supervisor - Posilion no. Supervisor's nams Suﬁerv)aorfs I?ceuon
0908 .| Fort Simpson
CLASSIFICATION USE ONLY

A

2.Describe, In & brief paragraph, the purpose or main function of this 'poa\tlon. This statamant should answer the question: *WHY does

this position exist?’

Under the day-to-day direction of the clagsroom teachsr carry out tasks detigned to Implemant the goals and
of the individual Education Plans (IEP) for those Special Neads Students to which sha/he Is assigned,

objectives

3.Describe the dufles of the position, slaing with the area of major responsibllity, Describe WHAT each duty Is, WHY # i
dong and HOW itis dona. Use extra blank sheets as required, =

Major Dutles

duty # | % tima

- rel

1 70% |Assisia the classtoom feacher In meeling the IEP goals and objeclives of Special Needs Students to
ensure thaf the students reach their full classroom potential by:

- carrying out general classroom dutles to faciiitate the teacher working with individual students;
nforcing classroom instruction with Individuals and/or small groups;

- demenstrating and madalling a caring atiitude within the classroom that fosters positive self-images;
- preparing materials to fallitate the defivery of the special programs within the classroom,

20% | Malintains classroom records on designated Speciat Neesds Students by:

- keeping a wiittory daily diary of activilies and observations;
~ keeping statistical records of students' dally work; and

- documenting speclfied studentbehavior, .
Minor Duties
duly #] % time
1. 10% |Performs other dutles as requested or required such as:

- parlicipating In playground monitoring;

- providing physlcal asslstance to atudents to help them cope with school schedules, 1.8,
wheelchair essistanca;

+ participating In the school team upon request;

- operating media equipment; and, .

- undertaking training to work effestively with apecific students

Total] 100%]
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4, Using the format below, explain the folliwng:a)What Is the minlmum level of education and training required to
.pedorm these dulles? (speclly oerlificates, licences or
nacessary appolniments)
b) Desaribe why this educallon and tralning la necessary
{rationale).
c)identify dutles which suppor this level of sducation
and training (duty numbar).

Minimum Level Rafionale - Duty No.
Grade 12 and post secondary|Must be able to: All
tralning In child development or{- read Instructions, [EP's, °
similar job related training. minutés of meetings and

educational directives,

- wilta and malntaln accuﬂa
student records. -

- workAutdr upper year h:gh

school students.

5. Using the formal below. complote the foliowlng: a)Name the skilla and knowledge necessary to perform these duties
which must be peined through experience (knowledge of raglonal
prablams, skill in planning).

b)What is the minimum Jength of ima required to develop each skill
and knowledge?
c}ldentiy dutles which support each requirament.

1

Spaecific skill or knowledge Length of Time ’ Duty No,

Demonstrated abllity to work with ' 1
children with identified special
naeds. , ' 1

Local languages may be a
requirement dependent upon the

sludenls who have

Identitied special needs, Alt
In specific cases, the abiliy 1o use

Sign Language’ (Basic/Advanced) All

and/or Brallls may be required,
The ability to handle a wheelchalr
and drive spaclal vehicles such as &
handi-van. e

.- s e ey

NOTE: The minimum levels of sducation, training and experience, when rated in the Classificaiton process, constitule
the requiraments that must ba met when hiring a new employee for this position, or whan promoting the incumbent on
a reclassification of this position. Desirabls lavels may be includaed in stafting requests.

8.a)What final declsions are made REGULARLY', for which the employess is held acoountable? Describe, using specific
examples (eg. signing authority delegated).

1. When to seek or offer help In program Interventions.
2. When fo request additional assistance and direction from the ¢lassroom teacher when needed.
3 What Infermation ls significant and should be recorded,

b)What is the direct impact of those declslons {ag. on groups, resource utilization and program delivery).?

1. if program Intervention is adequate; the probabimy of student success will be increased.

2. if problems ars identitied and rescived quickly, positive interpersonal relationships are faciitated,
3. H racords are significant and accurate, stiudent progreés can ba readily determined.

C)What recommeandalions doas the employee make; to whom are they made and how oftan? Daesaribe using specific
examples.
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To Classroom Teachers:

+ racommandations that might improve the learning environment of students with Identified Speclal neads on
an ongoing basls, le. classroom sealing; choice of learning materials, ..

7.a) List the diraclives, manusals, mgu|a&fons‘ ordinance or other wrilten gildelines used R'EGULARLY. and spectfy how
they are used (ag. follow procedures In manuals, oxplan or interpret tagulations).

Understanding the Inclusive Schooling Directive. |

b}What controls are exerclsed over salsction of mathods and procedures, and the work performance sither by the
supsrvisor or other persons, elther diractty or Indiractiy? Givé specific examples (og. Information sources spscified
by cllent, aupsrviear checks and approves complated work), :

The Spacial Needs Assistant is supervised by the principal. Instructions are given by ihe leachar or Methods
and Resources Teacher,

¢JHow ls the work assigned to the employee (eg. 'verbal diraction from supsrvisor, written InstiuctiovnsAwith work
rsquest)? .

Written and/or oral Instructions are given by the teacher and/or Methods and Resource Teacher, The
Individual Education plan for each student Is a written Instruction thét has been prapared under the direction
of the School Team. :

i

ditist the major tools. equipment and machinary used In the work, and the percentage of time epent using each.

May ba required 10 use speciafized aquipment according to the speciic neads of students; 8.9.; wheelchalr, lifts,
braces, Bralller, FM auditory system, eto, AR

Regular use of media equipment and other téachinb aids such as miciocomputer, C.D. Rom, tape recorder,
overhead projsclor, etc. . ) ,

8.
NOTE: Attach & oopy of the authorized organization chan to this form which shows tha titla, positioh number,' group
and lavel for this position and its Immediate superior, and any posttions cver which thia position exerolses

vis authority, aithar directly or th b_subordinale suparvisoers.

2)Specify the positions which report dirsctly 1o this posilion, including Inceterminate, tem, seasonal and casuals. tse
the formale below,

Positien Title Position No. : Employss Namo

additional tasks if necessary. )

Yes No .
] — - Assigns and roviews work on & day lo day basis,
i - - Recommends work schedultes, steff aflocation, ete., to Immadiate supervisor
L] - - Schedules and assigns work priorities and allooates sta to activitites or projects;
v — - Tralns nsw employses and explaing new work mathods and procaduras to subordinates;
v - — Monitors adherence of suordinates lo polioies, reguiaﬂans and procadures;
vi - - Writes letters ¢f waning and reprimad and recommends furiher disciplinary action;-
vii - Plans, schedules and implemenls work programs;
vit - Eslablishes qualty and quantity standards for waik:
X - ~ ' Ons of two signing authorlss on chaques;
X _ - Recommends changes 10 position duties and writes' Job dascriptions;

Xi _ _ Identified statfing needs and interviews potential employess;

biindicate BY yes or no' which of the foligwing fasks ara performed when supeivising employees in positions above. Add
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8.5)To what exient are contacls necessaiy? Give spacilic information for aach conlact, using-the formal balow.

Title and Qrganization of contact Faason for Confact Msthod of Contact Fraquency
Classroom Teacher/Student Roview dally work plans personal dally
School Team Input for IEP personal qrily
PrincipalMethods and Resource Teacher | Review personal monthly

b)Which of the contacls are most difficult? Explain why.

Classroom teachers, the Methads and Resource Teacher and adminisiralors may experience communleation
difficultlas In the inltial stages of implamentation, .

10.5pacify any featuties of the work which ¢reafs unusual demands on the employes, or which oreate physical or
menlal stress (eg. performing precision work, lifting heavy weights, working in obroxious odours or hazardous
conditions}. . :

Disabled studsnis often require physical fifting and/or manipulation such as dressing, feading toileting, ete.
Students with behavioral or soclal/emotional disorders req,uire moaitering and somstimes restraint.  Cartain
students may have abusive language, pseraenal hygiene problems, or the lack of parsongl hablits,

. ! -




