Desc. 1400-0305

PLYMOUTH COMMUNI TY SCHOOL CORPORATI ON
JOB DESCRI PTI ON

JOBTITLE: Sub Teacher Calling Aide

EXEMPT: No

SALARY LEVEL: Per Classified Policy — Corporation Aides
LOCATION: Plymouth Community School Corp.
REPORTSTO: Assistant Superintendent

LENGTH OF WORK: 3 hours/ day — 180 student days
A phoneline and answering machine will also be provided.

ESSENTIAL FUNCTIONSIncludethefollowing. Other dutiesmay be assigned.

1. Acquire substituteteachersfor Plymouth High Schooal, Lincoln, Jefferson, Menominee,
Washington, and Webster Schoolson adaily basis.

2. Report substitutes name, teacher’sname, and thereason for absenceto each building secretary
at 7:30 am.

3. Make every attempt to acquire substitute teacher sas requested by each building.

4, Answering machine must beon at all timeswhen theindividual isnot availableto answer the
phone.

5. Any long distance calls made on thisline must be school related and documented.

6. Teacher absence callswill be made from 4:00 p.m. to 7:15 am.

7. Building principals must notify aide in advance the name and date of substitutesalready
assigned.

QUALIFICATION REQUIREMENTS,
Toperform thisjob successfully, an individual must be ableto perform each essential function
satisfactorily. Therequirementslisted below arerepresentative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be madeto enableindividualswith disabilitiesto perform
the essential functions.

EDUCATION and/or EXPERIENCE:
High school diploma or general education degree (GED); or oneto three monthsrelated
experience and/or training; or equivalent combination of education and experience.

CERTIFICATES, LICENSES, REGISTRATIONS:
Valid statedriver'slicense - operator permit

LANGUAGE XILLS:
Ability toread and inter pret documents such as safety rules, operating and maintenance
instructions, and procedure manuals. Ability towriteroutinereportsand correspondence.
Ability to speak effectively before groups of children, parents, or employees of the School
Corporation.
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MATHEMATICAL ILL:
Ability to add, subtract, multiply, and divide. Ability to apply concepts such asfractions,
per centages, ratios, and proportionsto practical situations.

REASONING ABILITY:
Ability to solve practical problemsand deal with avariety of concrete variablesin stuations
whereonly limited standar dization exists. Ability to interpret avariety of instructions
furnished in written, oral, diagram, or schedule form.

OTHER SKILLSand ABILITIES:
The employee should be able to use the following machines, tools, equipment, and work aids which may
be representative, but not all inclusive, of those commonly associated with thistype of work: pen, pencil,
pointer, projector, public address system, taperecorder, blackboard, chalk, charts, diagrams,
examinations, manuals, maps, publications, refer ence books, textbooks, computers. The employee must
maintain a positiverelationship with other staff, parents, and students.

PHYSICAL DEMANDS

The physical demands described here arerepresentative of thosethat must be met by an employeeto
successfully perform the essential functionsof thisjob. Reasonable accommodations may be madeto
enableindividualswith disabilitiesto perform the essential functions.

While performing the duties of thisjob, the employeeisregularly required totalk or hear. The
employeefrequently isrequired to stand, walk, sit, use handsto finger, handle, or feel objects,
tools, or controls, reach with handsand arms, and taste or smell.

The employee mugt frequently lift and/or move up to 10 pounds. Specific vision abi lities
required by thisjob include close vision, distance vision, color vision, peripheral vision, depth
per ception, and the ability to adjust focus.

WORK ENVIRONMENT:
Thework environment characteristicsdescribed here arerepresentative of those an employee
encounter swhile performing the essential functions of thisjob. Reasonable accommodations may be
madeto enableindividualswith disabilitiesto perform the essential functions.

Thenoiselevel in thework environment isusually moderate.
The employee may berequired to work both indoorsand outdoors.

TERMSOF EMPLOYMENT:
Ninemonthsper year. Salary and benefitsasper Classified Policy.
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EVALUATION:
An evaluation will be done on the employee's performance after thefirst thirty daysand then on an
annual basis.

Revised 12/8/00
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