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Classroom Aide

	Position Title
	Department
	Reports to

	Classroom Aide
	Education Services
	Chief Programs Officer

	Employment Status
	FLSA Status
	Effective Date

	☐ Temporary ☒ Full-Time ☐ Part-Time
	☒ Non-Exempt ☐ Exempt
	



POSITION SUMMARY
The Classroom Aide supports the classroom teacher by following instructions for the preparation, execution, and clean-up of daily activities. They assist the teacher and parents as needed and troubleshoot listening devices under the teacher’s supervision. The Aide provides and models spoken language for students in meaningful contexts, participating actively in staff meetings. They also assist with the Friday Family School, which is a center-based parent-infant program. If necessary, the Aide assumes full classroom responsibilities, such as when the teacher is ill or attending a meeting. They provide appropriate language and speech modeling for the children and take full responsibility for nap time. The Aide also participates in International sessions, typically during the summer. Additionally, the Aide helps maintain the inventory of preschool and educational supplies, working alongside the Educational Services administrative assistant.

Essential Duties and Responsibilities
☒ Regular and dependable on-site work required to perform all job duties.
The essential functions include, but are not limited to the following:
· Serve as lead support for the classroom teacher in both the Preschool and Center-Based Program.
· Follow the classroom teacher’s instructions to assist in daily activities and classroom management.
· Prepare and gather requested teaching supplies and materials for the lead teacher.
· Monitor and supervise children with hearing loss and inclusion children, ensuring a safe environment both inside and outside the classroom.
· Troubleshoot listening equipment for each child and ensure optimal settings for assisted listening throughout the school day.
· Take charge of the nap room, making “on-the-spot” decisions as needed and communicating them to the appropriate individuals.
· Monitor and become familiar with the classroom and pantry supply inventory.
· Prepare requisitions for necessary supplies in advance.
· Assist parents as needed, providing support and guidance.
· Model spoken English in the classroom and Spanish during summer sessions.
· Interpret for parents and/or teachers as necessary, particularly in cases of communication breakdowns.
· Actively participate in staff meetings to stay informed and contribute to team discussions.
· Assist in the Friday Family School, as needed, for the Center-Based Parent-Infant Program.
· Assume full classroom responsibilities when necessary, with supervisory support and guidance.
· Act as lead teacher in the absence of the classroom teacher, leading circle time, tech lessons, and snack tables when the teacher is ill or in a meeting.
· Manage and facilitate structured and unstructured classroom activities.
· Guide and support volunteers during both the school year and summer sessions.
· Provide appropriate language and speech modeling, using spoken English language techniques tailored to the individual needs of the children.
Minimum Qualifications (Knowledge, Skills, and Abilities)
· High School diploma or general education degree (GED), or 1 to 3 months of related experience and/or training, or an equivalent combination of education and experience.
· CPR and First Aid certification.
· Strong collaboration skills and the ability to work well within a team.
· Effective multitasker, capable of prioritizing tasks based on importance and deadlines.
· Good written and verbal communication skills.
Physical Demands and Work Environment 
[bookmark: P19_1854][bookmark: P21_2472][bookmark: P22_2694]The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this position. Reasonable accommodations may be made to enable individuals with disabilities to perform the functions. While performing the duties of this position, the employee is regularly required to talk or hear. The employee frequently is required to use hands or fingers, handle or feel objects, tools, or controls. The employee is occasionally required to stand, walk; sit; and reach with hands and arms. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this position include close vision, distance vision, and the ability to adjust focus. The noise level in the work environment is usually low to moderate. 

Note
This job description in no way states or implies that these are the only duties to be performed by the employee(s) incumbent in this position. Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by any person authorized to give instructions or assignments. All duties and responsibilities are essential functions and requirements and are subject to possible modification to reasonably accommodate individuals with disabilities. To perform this job successfully, the incumbents will possess the skills, aptitudes, and abilities to perform each duty proficiently. Some requirements may exclude individuals who pose a direct threat or significant risk to the health or safety of themselves or others. The requirements listed in this document are the minimum levels of knowledge, skills, or abilities. This document does not create an employment contract, implied or otherwise, other than an “at will” relationship.

Received and accepted by

Signature: _______________________________ Name (print): ________________________________ 

Title: _____________________________________________________ Date: _____________________

The company is an Equal Opportunity Employer, drug free workplace, and complies with ADA regulations as applicable.
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