Desc. 1400-5060

PLYMOUTH COMMUNI TY SCHOOL CORPORATI ON
JOB DESCRI PTI ON

JOBTITLE: Computer / Classroom Aidefor AHS & GED Programs
EXEMPT: No

SALARY LEVEL: Per Classified Policy — Special Grant Aide
LOCATION: School Service Center

REPORTSTO: Teachers& Program Coordinator

LENGTH OF WORK: 9 months/ year

JOB GOALS: To providea smooth functioning class environment for learnersin the AHS/GED
program. Toguidelearnersin the use of computer softwaretoimprovether basic
skillsin reading writing and math.

ESSENTIAL FUNCTIONS ncludethefollowing. Other dutiesmay be assigned.

1. Under supervision of licensed teacher and program coordinator, help to plan, prepare and supervise
computer and classroom activitieswhich directly or indirectly serve studentsin the AHSGED
Program.

2. Assigtindividual studentsin need of special attention.

3. Supervisethe studentsin the computer lab.

4. Keep attendancerecords.

5. Maintain disciplinein computer lab, classroom and on school property.

6. Assistinthein-take, orientation, and testing of adult learnersin the GED program.

7. Participatein In-Serviceteacher aidetraining programsas planned to upgrade knowledge and
under standing of student learning.

8. Keep adaily log of activitieswhich must includethe number of students, tutorial description of
lesson and content taught, books used, softwar e used, and a general description of primary
objectives of lesson.

QUALIFICATION REQUIREMENTS
Toperform thisjob successfully, an individual must be ableto perform each essential function
satisfactorily. Theindividual must have knowledge and under standing of the specific programs being
taught on the computer. Theindividual must have experience with computer usage, and should know
thetouch typing system. 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 diploma (GED); or oneto three monthsrelated
experience and/or training; or equivalent combination of education and experience.
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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.

MATHEMATICAL KILL:
Ability to add, subtract, multiply, and divide. Ability to apply concepts such asfractions,
per centages, ratios, and proportionsto practical situations. Knowledge of algebraic and
geometric principles.

REASONING ABILITY:
Ability to solve practical problemsand deal with avariety of concretevariablesin situations
whereonly limited standardization exists. Ability tointerpret avariety of instructions
furnished in written, oral, diagram, or scheduleform.

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, reference books, textbooks, computers. The employee must
maintain a positivereationship with other staff, parents, and students.

PHYSICAL DEMANDS:
The physical demands described here arerepresentative of those that must be met by an employeeto

successfully perform the essential functions of thisjob. Reasonable accommodations may be madeto
enableindividualswith disabilitiesto perform the essential functions.

While performing the duties of thisjob, the employeeisfrequently required to sit, talk, and
hear. The employeefrequently isrequired to use handsto finger, handle, or feel objects, tools,
or controls. Theemployeeisoccasionally required to stand, walk, and reach with handsand
arms. Theemployee must be ableto lift and/or move up to 10 pounds. Specific vision abilities
required by thisjob include closevision, distance vision, peripheral vision, depth perception,
and the ability to adjust focus.

WORK ENVIRONMENT:
Thework environment characteristics described here arerepresentative of those an employee

encounter swhile performing the essential functionsof thisjob. Reasonable accommodations may be
madeto enableindividualswith disabilitiesto perform the essential functions.
Thenoiselevel in thework environment isusually moder ate.

The employee may berequired towork both indoorsand outdoors.

TERMSOF EMPLOYMENT:
Nine months per year. Salary and benefitsasper Classified Policy, and as grant money isavailable.
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EVALUATION:
Therewill bean evaluation of the employee=s performance after thefirst thirty daysand then on an
annual basis.

Revised 2/7/01
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