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" fJob Description

.\ .

Northwest
Tertltorles
Potition na. l Pogition title Nama of presant employes
) Qq 46 Special Needs Assistant - ST —
. | Department Dlvltlcnlﬁaglon v Position tocation . ‘
‘C?/gsg me c;" .
Tows—diar  Positibnng, ;g Jsupmmr <Position thtle +, « - Supervisar's focation
. frincipal } ! Fort Smith
CLASSIF!CATJON U&E 0NLY'~ O el )

Eizts:r'lbe in 8 brief paragraph. the purposs or mata tunctlon of this position, This stetement shauld answer the question: * WHY does this position
Under the day to day direction of the classroom teacher carry out tasks
designed to implement the goals and objectives of the Individual
Education Plans (IEP} for those Specfa1 Needs Students to which
s/he is assigned. ‘

Describa tha dutles of the position, starting with the ares of major responsibility, Describe WHAT each duty is, WRY Jtis done and HOW 1t Is done.
Usa 8xtra blank sheats o8 requirad.  *

Major Dutles
cﬂty 0. B tme

1. 70 Assists the classroom teacher fin meeting the I.E.P. goals
’ and objectives of Special Needs students to ensure that the
students reach their full classroom potential hy:

« carrying out general classroom dutfes to facilitate the teacher
working with indjvidual students;

- reinforcing classroom fnstruction with individuals and/or small
groups;

-boperating media equipment;

- demonstrating and modelling a caring attitude within the
classroom that fosters positive self-images; and,

- preparing materials to faciliate the delivery of the special
programs within the classroom.

2, 20 Maintains classroom records on desfgnated Special Needs Students
by:
- keeping a written daily diary of activities and observations;
~ keeping statist1c§1 records of students' daily work; and,

- documenting specified student behaviour,

Minot Dutles  Describa briefly cinly WHAT is done.

1. W Performs other duties as requested or required such as:
~ participating in playground monitoring;
- providing ?hysical assistance to students to help them cope
with school schedules, §.e., stairs;
- participating in the school team upon request; and,
- undertaking training to work effactively with specific
students.




9108 :South Slave Div Brd - GNRT

{ USE EXTRA BLANK SHEETS IF NECESL. .. v) : L

Usirg the format batow, axplain the foilowing: al What is tha minimura level ol egucation and training required 1o mesform these duties 7
{ specify certificates, ‘icences or hecessary appainiments }
bl Uescribe why this education and (raining it mecessory { cationsle } .
¢} 18entiy dutles which support this level of edutation and tralning { duty numbar ).

&

MINIMUM LEVEL RATIONALE DUTYNO.
Grade 11/12 or Must.be able.to:vr -+ - . ANl
equivalent 11fe - read 1nstruct10ns, IEP's minutes of
experfence/aptitude : -meetings and educational directives.
-~ Write and maintain accurate student

records. o

i

-

Using tho format below, completa the following: 8% Name the skills and knowlodge necessary to perform these duties which must be gslned
through experience { knowledge of regional problems, skilf la planning ).

3} What Is the minimum length af time ¢ oquired to develop esch skill and knowlsdge?

cl “Idantiy duhes which support euch requiremont.

SPECIFIC SKILL OR KNOWLEDGE f . LENGTH of ‘NME DUTY NO. A
Demonstrated abflity to work with A 1
children identified spacial needs.
Local languages may he a requirement 1
dependent upon the students who have
identified special needs

In specific cases, the ability to use A1l
Sign Language (Basic/Advanced) and/or
Braille may be required.

NOTE;  The minimum levels of uduon(lon. tralnlnq md oxpnrlvncv. when rnmd in xha claumcwcm process, tonstitute thu mqutremanh
that must bo maet when hiring a new employde for this positlon, or when promohnn mo mcumbem ona reclm{tle atlon of ﬂna
position. Dosirable levais may be included [n staffing requests. - 1.7 o AR N

a) What finat dacisinns are made REGULARLY, for which the emplovas is held accountable ?7Coscriha, using sperific examples { ey. signing

l

§

authortty delegated ).

1. HWhen to seek or offer he]p 1n program 1ntervent10ns‘

2. Wheén to reguest additional assustance and direct1on from the
classroom teacher when needed,

3. What information is significant and should be recorded,

|

bl hat iy the direct impact of thosa declslons { ag, an grouns, resource utilization and program delivery 1.2

1. If program intervention {s adequate, the probability of student
success will be 1increased.

2. If problems are identified and resolved quickly, positive
interpesonal relatfonships are facilitated.

3, If records are significant and accurate, student p%bgress ¢an be
readily determined.

cl What reconimondations does the smplovee miki; 10 whom are they ade and how oftun 2Dusiriba using spacific examples.

To Classroom TeaChers:

- recommendations that might improve the learning environment of students
with fdentified Special Needs on an ongoing basis, fe. classroom
seating; choice of learning materials.
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{ USE EXTRA BLANK SHEETS 1€ NECESSARY )

7 &l List the directives, manuals, ragulations, ordinance or other written guldeiinas used REGULARLY , und $pecify how thay sre used
{ eg. foltow pracedures in manuals, axplain or interpret regulations } .

“ Understanding the S?ecia1 Needs Directive
Understand1ng manhuals "such as Hearing/Lost/Hearing Gained.

. &) What controls ara exefclsad ovar salaction of methods and procadures, m& the wirk performancs alther by the wnatvlsor or other
persons, wither ditectly or indirectly ? Glus specific axemples { og. Intarmation sourcss specifiad by cifent, supeivisar thecks and approves
completad work 1,

The Spectial Needs Assistant is supervised by the principal., The
Instructions are given by the teacher or principal,

¢} How is the wark assigned to the emplayee { o, vorbal directlon from siporvisar, writtan Instructions with v;o{k request ) 2.

Written and/or oral instructions are given by the teacher and/or
principal. The Individual Educatfon Program for each student is a
gr;tt$nTinstruct10n that has been prepared under the direction of the
chool Team,

d) List tha major tools, aquipment and machinery usad In the wark, and the parcsntaga of time spent using sach.

May be required to use sgecia11zed equipment according to the specific
needs of children; ag. wheel chair,- lifts, braces, Brafller,

FM auditoring system, Optiscan etc.:

Regular uses of media equipment and other:teaching aids such as
projector, tape recorder, overhead projector, microcomputer, etc.

- eg

8 NOTE: ~Attedhid copy of. thh sulliorizad organization thart
postuan and its mmediata supbrlor, ond v o
throum uubordlnm supervho

vigFadin which ihabs the ttls, paaltion nir

] group and Iwut for d\h
rwhich this pasltlcn ox rclses supervlsov

a) Specify the pasitions which repert direstly to this nosition, lncludlnq lndemmlnatu, taam, seasonal and casuals, Use the format halow,

NEL YKi 68

POSITION FITLE POSITION NO, EMPLOVEE NAME
None.

b) tndicate by yes or no which of the followlng tasks sre perfarmed when supervising emplayees in positions llsted abova. Add additional tasks if noeessary.

Yt ‘no

] - 0 Assigns anu reviews work on s day to day basis,

n £ [0 Recommends work sehadulas, staff allacation. ate., to Immodists supervisor -

i O O schedukes and assigns work priorities and e flocates staff ta activitles or projects:

Y 0 o Trains now empiovees and cxplaing new work methods and procodures to subordinates;
v ‘0O -  wonitors agherence of subordinetes to policics, regulations and procedutes;

vi D 0 Writes tetlors of worning snd reprimand and recammends further disciptinary action:
vit. O [  riens, scheduies and implamants work progrems;
vite: {0 O Estabtishos quaitty and quantity standards for work;

[} 0O o Exescises tigning authority. Specify [ eg. sppraitals, leave forins } |

X 01 O Recommends changes to position duties and wltes job descriptions;

Xl D D Idantifies stal fing peeds end {nterviews potential amployses!

NWT 2594.14/1 180




SENTRY: 8359 301 th §Tave Div Brd —  GNAT PERSONNEL YKi# 7/ 8

( USE EXTRA BLANK SHEETS [F NECESSAAY |

8) To what extent are contacts nacassary ? Give spaclfic Information far esch contect, using tha format below.

; TITLE AND ORGANIZATION OF CONTACT REASON FOR CONTACT %%ﬁ%%? F ERE

|  €lassroom Teacher/Student Rev|ew dafly work plans|Personal. igbi 1

{] . School Team . Inp|it for IEP Personal ‘|. Qrtlyy
N Principal/Special Needs Review Personal | Monthly

Taacher. -

b} Which of the contacts are niost dlfficutt 2 Explaln why,

Glassroom teachers and administrators may experience communication
difficylties in-the initial stages of implementation,

TR
(RS

0« Specify any faatures of the work viiich craste unusual dermands on the employse, or which create physicel or mental stress { og. perfarming -
procldon work, llfting heavy welghts, working in ebnoxlous odours of hazardous canditlons ).

Disabled students often require physical lifting and/or manipulation
such as dressing, feeding, toileting, etc. Students with behavioral or
social/emotional disorers require monitoring and sometimes restraint.
Certain students may have abusive language, personal hygiene problems,
or the lack of personal habits,

11 - 31 | hava read and understand this job dascrlption, My suparvlsor has Informed me that It Is a ganera description of tha dutles, responsibliities

and‘ Qua!ciiflcaﬁons raquired of my position, which forins the basis for my classification level and opainst which my performancs will ba
evalusted.



