WESTMORELAND COMMUNITY ACTION

POSITION DESCRIPTION

TITLE: 




SUBSTITUTE CLASSROOM AIDE

COMPONENT/DEPARTMENT:

HEAD START

CLASSIFICATION:



SUBSTITUTE

REPORTS TO:




LEAD TEACHER/TEACHER

DATE WRITTEN:



JANUARY 1992 (UPDATED 1999)

SALARY RANGE:
              

 $7.86/ HR










POSITION SUMMARY

The Substitute Classroom Aide will assist the Center Supervisor with the center’s daily scheduled program.

RESPONSIBILITIES

Will assist the Center Supervisor to:

1. Maintain the classroom as a safe and healthy learning environment.

2. Advance the physical and intellectual competence of the children.

3. Build the positive self-concept and individual strength in each enrolled child.

4. Organize and sustain the positive functioning of children in a group in a learning environment.

5. Participate in training as needed.

6. Maintain compliance with HIPAA regulations, in regard to accessing Protected Health Information, according to the Table of Access contained in the HIPAA Policy and Procedure Manual.  Employees access is on a “need to know” basis.

7. Will perform any and all duties as assigned by immediate supervisor.

SCOPE AND IMPACT

Support the Center Supervisor in providing an environment that will facilitate the empowerment of children and parents.

EDUCATION, EXPERIENCE AND/OR SKILLS

1. High school diploma or equivalent required
2. Act 33 and 34 Clearances.
3. Familiarity or involvement with the Head Start Program.
REQUIREMENTS NECESSARY TO SAFELY PERFORM THE ESSENTIAL
 FUNCTIONS OF THE POSITION OF HEAD START SUBSTITUTE CLASSROOM AIDE.
Physical requirements - Push/pull, lift/move up to 50 pounds.

Manual dexterity - Perform moderately difficult manipulation - filing, writing, monitoring blood pressure, and doing hearing screenings.

Coordination - Perform tasks, which require foot and/or hand/eye coordination - driving a car and working with above equipment.

Mobility - walk, stand, sit for prolonged periods of time, drive.

Speech - Articulate with accuracy - client and professional relations, phone contact.

Vision - Read small print, drive a car.

Hearing - Receive verbal instructions, answer phones, intercom, communicate with clients/professionals.

Concentration - able to concentrate on moderate detail with some interruption.

Attention span - Able to attend to task function for more that 60 minutes.

Conceptualization - Able to understand and relate to theories behind several related concepts.

Memory - Able to remember multiple verbal and written task-assignments given at beginning of a period extending over long period of time.

Environment Conditions - Indoor/outdoor work.

Signature____________________________________________ Date _________________
