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DI GIORGIO ELEMENTARY SCHOOL       INSTRUCTIONAL AIDE I / SPECIAL EDUCATION 
JOB DESCRIPTION 
____________________________________________________________________________ 

PRIMARY FUNCTION: 

Under general supervision to serve as an assistant and resource to teachers in the supervision, 
teaching, observation, and training of students; including those students with a wide variety of 
physical limitations or special needs who may require specialized health care; to assist and 
engage in the preparation and assembling of teaching materials; and to do related work as 
required. 

DIRECTLY RESPONSIBLE TO: 

Site Administrator, Supervising teacher, and Director of Special Education. 

RELATIONSHIP TO STUDENT ACHIEVEMENT: 

Para-Educators are trained support staff who work in the classroom with the teacher in his/her 
role to increase learning potential and provide greater opportunities for student growth and 
achievement. The Paraprofessional is to support and enrich the classroom and/or home 
environment with the goal of increased student learning. 

ESSENTIAL FUNCTIONS and ASSIGNED RESPONSIBILITIES: 

1. Assists teacher and works independently in delivering teacher designed lessons and other 
classroom/home activities. Under the direction of a teacher, prepares and implements 
lesson plans. 

2. Assists and works independently in maintaining order among students in the classroom and 
on school grounds; assists with daily attendance. 

3. Listens to and drills students: works with appropriate instructional materials; under the 
direction of a teacher, prepares test for evaluation of students’ progress and individualizes 
materials according to students’ needs. 

4. Assists and engages in the preparation of graphic and written teaching materials; assists 
with cumulative and other record keeping; and assists the teacher with other daily tasks 
associated with the classroom. 

5. Operates audio-visual equipment, computers, and duplicating equipment. Grades papers 
and keeps records as directed by the teacher. 

6. Attends to students’ physical and emotional needs in the classroom and on school grounds, 
and may need to respond to behavioral and emotional difficulties. 
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INSTRUCTIONAL AIDE / SPECIAL EDUCATION                 JOB DESCRIPTION (continued) 
____________________________________________________________________________ 

ESSENTIAL FUNCTIONS and ASSIGNED RESPONSIBILITIES (continued): 

7. Assists in maintaining inventory of books and teaching aids. 

8. Orders and distributes supplies as instructed by the teacher. 

9. Confers as needed with teacher concerning programs and materials to meet the needs of 
the students. 

10. Supervises student(s) in the library or other special activities. 

11. Prepares for, assists with, and cleans up after various classroom projects. 

12. May travel from site to site and/or room to room. 

13. Under appropriate supervision, conducts the activities of the classroom for a brief period 
of time in the absence of the teacher. 

14. Assists students in learning proper grooming habits. 

15. Assists in feeding students, serving and preparing lunches and post-meal cleanup. 

16. Assists students with toilet functions:  taking them to the bathroom, changing diapers, 
assisting students with cleanup and changing clothes as necessary. 

17. Assists students to and from car/bus; pushing wheelchairs when necessary. 

18. Performs ongoing physical activities, including transferring and lifting students using 
proper lifting techniques and/or equipment. 

19. May apply initial first aid in event of initial injury or illness. 

20. Under supervision of qualified nurse, may provide specialized health care procedures 
as described in Education Code 49423.5. 

21. Other duties as assigned. 
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INSTRUCTIONAL AIDE / SPECIAL EDUCATION                 JOB DESCRIPTION (continued) 

____________________________________________________________________________ 

INSTRUCTIONAL AIDE / SPECIAL EDUCATION  QUALIFICATIONS: 

1. Associate of Arts Degree, or

2. 48 semester hours or equivalent of college training or district approved staff development
with a cumulative grade point average of no less than 2.0 for graded classes, or

3. Meeting the qualifications as delineated by the “Every Student Succeeds Act” (ESSA)
Legislation.

MINIMUM QUALIFICATIONS: 

1. Ability to understand and carry out oral and written directions; read, write, and speak at a
level sufficient to fulfill the duties to be performed for the position described.

2. Previous experience in the specialized care and supervision of children required by the
particular position.

3. Knowledge of English usage, grammar, spelling, punctuation, vocabulary and student
recreational activities.

4. Ability to assist with supervising students’ activities in a school district setting.

5. Ability to work independently.

6. Ability to establish and maintain cooperative working relationships with students, teachers,
co-workers and parents.

7. Knowledge of appropriate basic subject matter from primary through secondary level.

8. Ability to acquire skills quickly.

9. Previous work experience requiring mechanical abilities.

10. Ability to engage in strenuous physical activity on a continuing basis.

11. Ability to pass instructional assistant proficiency test.

12. Current certification in CPR and First Aid.

13. Possession of a valid California Driver’s License.

14. Ability to work independently and operate electronic educational devices; computer, tablet,
etc.

15. Possess a High School Diploma or General Education Diploma.
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INSTRUCTIONAL AIDE SPECIAL EDUCATION               JOB DESCRIPTION (continued) 
____________________________________________________________________________ 

PHYSICAL ACTIVITY REQUIREMENTS: 

Work Position (Percentage of Time): 

Standing:  40        Walking: 40  Sitting: 20 

Body Movement (Frequency): 

None (0)        Limited (1)      Occasional (2)        Frequent (3) Very Frequent (4) 

Lifting (lbs): 51        Lifting:  3  

Pushing and/or pulling loads:  4       Reaching Overhead:  4 

      Climbing Ladders:  1 

Bending:  4 

     Kneeling or Squatting:   4

Climbing Stairs:  1 




