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ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

Job Title:
Auxiliary Teacher
Reports To:
Lead Teacher
Supervises:
N/A

QUALIFICATIONS:

1. Must be at least 19 years of age.
2. Possess a high school diploma or GED.

3. Possess a Child Development Associate credential (CDA) OR at least 9 credit hours of college coursework in the field of Early Childhood Education or Child Development from a regionally accredited institution.

4. Must have at least 12 months experience working in early childhood setting.
KNOWLEDGE, SKILLS AND ABILITIES:

1. Ability to relate to and work with students and adults in a positive manner. 

2. Good oral and written communication skills

3. Good computer and office machines (copier, audio visual, etc.) skills 

4. Good organizational skills

JOB GOAL:


To assist the lead teacher and/or other school personnel by performing assigned tasks.

PERFORMANCE RESPONSIBILITIES:

1. Assist the lead teacher(s) in preparing materials and equipment for direct instructional activity, including locating, copying, collating, distributing and/or grouping materials to support instructional activities planned by the lead teacher. The auxiliary teacher will not provide instructional service to any student unless under the direct supervision of the lead teacher.
2. Examine short- and long-term unit plans prepared by the lead teacher and anticipate the need for specific supplies and materials.

3. Follow appropriate training and lead small group activities planned by the lead teacher in an atmosphere where students are actively engaged in meaningful learning experiences. 

4. Assist the lead teacher in preparing for changing curriculum to meet the needs of students with diverse cultural and socio-economic backgrounds, learning styles and special needs. 

5. Maintain a clean and orderly environment for students.

6. Manage the computer lab or computer assisted instruction in the classroom.

7. Assist lead teacher with student supervision as assigned.

8. Assist in maintaining the security of records, materials and equipment.

9. Assist in the enforcement of classroom rules and the maintenance of appropriate records.

10. Assist in assessing student progress as directed, including proctoring the administration of tests and maintaining confidential records.

11. Provide instructional assistance as planned or coordinated by the lead teacher.

12. Communicate effectively with the staff members, students, parents, administrators and other contact persons using tact and good judgment.

13. Participate successfully in the training programs assigned to increase skill and proficiency related to assignment.

14. Serve on school/system committees as required or appropriate.

15. Prepare all required reports and maintain all appropriate records.

16. Participate in cross-training activities as required.

17. Perform other tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:

Lifting up to 50 lbs.

TERMS OF EMPLOYMENT:

Salary and benefits shall be paid consistent with the system's approved compensation plan. Length of the work year and hours of employment shall be those established by the system.

EVALUATION:

Performance of this job will be evaluated a minimum of once each year.

It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ______________________________________________ Date: _________________

Approved by Human Resources: ____________________________ Date: _________________
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