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Classification: Classroom Specialist                                                   Location: Assigned Department 
 
Reports to: District Administrator or School Principal                            FLSA Status: Non-Exempt 
 
Employee Group: EAP                                                          
 
This is a standard position description to be used for positions with similar duties, 
responsibilities, classification and compensation. Employees assigned to the position 
description may or may not perform all of the essential functions indicated in this position 
description.   
 
This job description does not constitute an employment agreement between the district and 
employee and is subject to change by the district as the needs of the district and requirements of 
the position change.  
 
Part I: Position Summary   
 
This position is responsible for outreach and direct support services to families for the Early 
Childhood Education and Assistance Program (ECEAP).    
 
Part II: Supervision and Controls over the Work   

ECEAP Family Support works under the supervision of a school administrator. Work is 
controlled and/or guided by school and district policies and procedures, and directions and 
expectations as established by the administrator(s). Operates with considerable flexibility and 
discretion in assessing student and family needs and providing or suggesting services and 
interventions. 

Part III: Major Duties and Responsibilities   
 
1. Plans and instructs individual and group activities to stimulate growth in language, 

cognitive, social and motor skills. 
 

2. Instructs children in practices of safety, personal cleanliness and self-care. 
 
3. Collaborates with Family Services Specialist and the ECEAP team in developing, 

implementing and evaluating school-home partnership activities such as culturally 
responsive classroom curriculum plan, parent education activities and family night 
activities. 
 

4. Works with parents in identifying children’s strengths and needs; develops each student’s 
Individual Learning Plan (ILP) and incorporates individual student needs into the classroom 
curriculum plan. 
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5. Develops and implements guidance/behavior plans for individuals and groups. 
 
6. Assesses student progress through observations, anecdotal notes and/or screening. 

 
7. Work collaboratively with school and district staff to promote PreK-3rd grade alignment. 
 
8. Establishes and maintains ongoing communication with parents on program and/or 

children’s progress through direct contact, conferences, home visits, phone calls, teacher 
notes, flyers, and/or newsletters.  

 
9. Trains, assigns, directs work of the Paraeducator, student intern and classroom volunteers. 

May provide input for evaluations.  
 
10. Maintains records and completes required documentation to ensure compliance with 

program guidelines; maintains and monitors classroom budget. 
 
11. Attends required meetings and workshops to maintain and/or improve professional growth 

and development. 
 
12. Uses computers and related technologies. 
 
13. Facilitates mealtime and snack routines using family style meal service. 
 
14. Performs related duties as assigned. 
 
Performs other duties as assigned. 
 
Part IV: Minimum Qualifications 

1. Must have experience working or interacting successfully with culturally diverse families and 
communities, or have otherwise demonstrated a commitment to strengthening engagement 
of a diverse community and skill in communicating with a diverse population. 
 

2. High School diploma or equivalent. 
 

3. Successful completion of an associate’s degree or two years (72 credits) of post-high school 
education in related areas of study. The education requirement may be substituted by 
successfully passing the ParaPro Assessment.  
 

4. Required to be certified or to become certified in first aid, CPR, and/or operation of 
defibrillators. 
 

5. Skill in the use office and computer equipment and use standard office software and student 
information system software. 
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6. Knowledge of student discipline procedures. 

 
7. Ability to work in an environment with frequent interruptions and changing tasks and 

priorities. 
 

8. Ability to assist, console, and manage students who may be emotional, distraught, or 
frustrated. Ability to conduct conflict resolution between students. 
 

9. Ability to remain professional, calm, focused and in control when working with students, 
parents, guardians, and community members who may be difficult and challenging to 
engage. 
 

10. Ability to follow written and verbal direction and take the initiative to seek clarity and take 
action when needed. 
 

11. Ability to protect the confidentiality of student information consistent with FERPA 
requirements and good judgment. 
 

12. Ability to work collaboratively and effectively with staff, students, parents, volunteers, and 
community members. 
 

13. Ability to communicate effectively verbally and in writing. 

Part V: Desired Qualifications 

1. Bachelor’s degree. 
 

2. Bilingual skills in a common language to the district and community. 
 

3. Two years of experience that demonstrates the ability to work successfully with children in a 
learning environment.  

Part VI: Physical and Environmental Requirements of the Position 

The physical demands and work environment 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 duties of this job, the employee is frequently required to sit, talk, lift, 
carry, move about, hear and speak. Employee may be required to perform work at a computer 
display terminal. 

The employee must lift and/or move 25 to 50 pounds, and may assist or move students with 
greater weight when required to intervene in student safety issues.  
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Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception, and the ability to adjust focus.  

While performing the duties of this job, the employee frequently works in outside weather 
conditions. The employee is occasionally exposed to wet and/or humid conditions, fumes or 
airborne particles, toxic or caustic chemicals. It may be expected that the individual could be 
exposed to blood or other potentially infectious materials during the course of their duties.    

May be required to transport students and/or parents in personal vehicle subject to all policies 
and procedures of the district.  
 


