
Southeast Area Cooperative 

 

Job Description 

 
Position: Early Childhood Special Education Assistant  

 

Status: Non-Exempt  

 

Requirements:  

 
Education Level: High school degree or equivalent is required and Praxis Certified or an 

Associates Degree is preferred.  

 

Experience Desired: Any related experience would be beneficial.  

 

Physical Requirements: This position requires good physical skills in hand-eye/mind-eye 

coordination, hearing and frequent repetitive motions with wrists, hands and fingers 

including assisting young students with various tasks. The ability to effectively 

communicate verbally and in writing is required. At times the position will require carrying 

and lifting equipment, filing, stooping, sitting, standing and walking and getting up and 

down off the floor. Possess the physical ability to perform all the essential functions and 

duties identified in the job description. Valid driver’s license is required.  

 

Other Requirements: Participates in professional development activities and implement 

training to enhance instructional skills, child behavior management strategies and other 

educational strategies to improve student performance. Must be interested in working 

with students, must interact positively with students and adults; work cooperatively with 

teachers, pathologists, and parents and demonstrate an enthusiasm for education.  

 

Reports To: Supervising Teacher, Director  

 
Role: 

1. Foster a positive work environment and appropriate educational atmosphere in the 

school setting; foster a team spirit among staff; 

2. Use appropriate verbal and non-verbal skills for the age and developmental level of 

students; 

3. Maintain a high level of confidentiality concerning personally identifiable information re: 

students and the services that they receive;  

4. Refrain from personal activities within school/work hours; 

5. Follow behavior management plans, lesson plans and other classroom duties as assigned 

by the supervising teacher; 

6. When unsure of work or tasks assigned, to ask questions for more direction; 

7. Be aware of support services each student receives and confer with staff as needed; 

Essential Functions and Duties:  

1. Demonstrate good work attendance, punctuality and work habits 

2. Follow oral directions and written plans; 

3. Assuming direct supervision of classroom activities in the absence of the teacher, or 

when the teacher is occupied with other activities;  

4. Communicate clearly with adults and children;  



5. Participate in teacher/assistant planning and decision making; 

6. Utilize planning time for preparation of student instructional  materials; 

7. Review IEP goals for students in order to facilitate implementation; 

8. Implement behavior management plans and lesson plans as described; 

9. Assists students in accessing transportation; 

10. Provides review and practice of skills in a 1:1 setting and in small groups; 

11. Implement communication, physical therapy or occupational therapy plans as needed;  

12. Complete clerical tasks as assigned (charting, documenting, logging, progress notes); 

13. Supervises students at snack time, playground and other educational settings; 

14. Ensures a learning environment that provides for the well-being, health and safety of all 

children; 

15. Performs other duties and functions as assigned by the supervising teacher or Director; 

16. Understands and practices confidentiality with regard to the requirements set forth in the 

Family Education Rights and Privacy Act.   

 

Working Conditions:  

Inside    Outside    Both  

X  

 

Climatic Environment: 

 

Typically, work is conducted in comfortable classrooms, offices and other appropriate school 

settings. However, some working areas are not climate controlled and may be subject to 

extremes in temperature and humidity. Varying degrees of travel is required for this position 

which may result in exposure to outside elements because of weather conditions.  

 

Hazards: 

 

Some classrooms, offices and school settings may expose employees to communicable 

diseases. In a typical school setting exposure to chalk dust, chemicals, fumes, stairs, etc. are 

potential hazards including structural supports, equipment, materials, and other overall 

environmental surroundings. Travel between schools and other school settings may cause 

exposure to hazardous driving and walking conditions because of weather conditions.  

I have read and understand this job description and can fulfill the essential functions as listed. 

 

 

____________________________   _______________________   _____________  

Signature     Print Name     Date 

 

 

 

 

 


