Please Post

January 12, 2024 HAMILTON SCHOOL BOARD

Notice of Non-Instructional Position Opening

January 12, 2024
Date

POSITION Education Paraprofessional

SALARY RANGE $19,140.00 - $24,375.00

DUTIES Per attached job description.

EXPERIENCE PREFERRED __ Prior experience working with school-aged children;
Possess basic. English and mathematics skills; Basic technology skills; Ability to
perform clerical tasks and knowledge and operation of office and audio-visual
equipment.

EDUCATION PREFERRED An AA degree or the equivalent of

EFFECTIVE DATE OF VACANCY __ January 18, 2024

DIRECTION FOR FILING APPLICATION File application on FastTrack on-line
application system at www.hamiltonfl.com.

DEADLINE FOR FILING APPLICATION __ Until Filled

INTERVIEW INFORMATION Qualified applicants will be contacted regarding

interview information. Meeting qualifications does not quarantee an interview.
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Personnel Department

The Hamilton County School Board is an Equal Opportunity Employer

In compliance with Article VIl of the Agreement Between the Hamilton
County Education Association and the Hamilton County School Board.

Prior to recommendation for employment, the prospective employee must meet and pass Level Il Screening
and Drug Testing requirements. The screening costs are the responsibility of the prospective employee.

Persons with disabilities who require assistance to participate in the interview process are requested to
notify the personnel Office at (386) 792-7816 in advance so their needs can be accommodated.

Hamilton County School District does not discriminate on the basis of race, color, national origin, gender,
age, disability or marital status in its educational programs, services, or activities, or in its hiring or
employment practices. The district also provides equal access to its facilities to the Boy Scouts and other
patriotic youth groups, as required by the Boys Scout of America Equal Access Act. Questions, complaints,
or requests for additional information regarding discrimination or harassment may be sent to:
Namef/Title: Patrick Howell, Equity Coordinator
Office Address: 5686 US Highway 129 S, Suite 1, Jasper, FL 3205Phone Number (Voice/TDD): (386)792-7805
E-mail address: patrick.howell@hamiltonfl.com

(Revised 10-93)
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SCHOOL DISTRICT OF HAMILTON COUNTY

PARAPROFESSIONAL
JOB DESCRIPTION
QUALIFICATIONS:
(D AA Degree or equivalent.
(2 Computer proficiency preferred.

KNOWLEDGE, SKILLS AND ABILITIES:

Ability to relate to and work with students and adults in a positive manner. Demonstrate effective oral
and written communication skills, Possess basic English and mathematics skills, Ability to follow written
and verbal instructions. Basic knowledge of technology and ability to apply knowledge to assigned area
of responsibilities. Ability to perform clerical tasks. Planning and organizational skills. Knowledge of
operation of office and audio-visual equipment, Ability to work cooperatively with colleagues, Willing to
attend training and in-service relevant to responsibilities of assigned area.

REPORTS TO:
Teacher/Principal

JOB GOAL
To assist the teacher and/or other school personnel by performing assigned tasks in
order to provide a quality educational program for students.

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES;

*(1)  Assist the teacher(s) in preparing materials and equipment for direct instructional
activity, including locating, copying, collating, distributing and/or grouping materials
supporting instructional activities pre-planned by the teacher.

*(2)  Schedule space for specialized instructional programs and coordinate the arrangement of
equipment, desks, tables, chairs and activity areas and the like,

*(3)  Examine long and short term unit plans prepared by the teacher and anticipate the need
for specific supplies and materials.

*(4)  Lead small group activity, following appropriate training, planned by the teacher in an
atmosphere where students are actively engaged in meaningful learning experiences.

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

*{6) Maintain a clean and orderly environment for students.

*(7)  Assistin the implementation of appropriate student behavior management techniques.

*(8)  Treatstudents and adults with consideration and respect.

*{9)  Encourage students to do their best.

*(10}y  Manage time efficiently.

*(11)  Provide student supervision as assigned, following appropriate training.

*(12)  Assist in maintaining the security of records, materials and equipment.
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Asgist the teacher in enforcement of classroom rules and the maintenance of appropriate
records.

Assist in assessing student progress as directed, including proctoring the administration
of test, the marking of papers, and the maintaining confidential records.

Assist in evaluating program effectiveness; seek and suggest ways of continuous
improvement,

Assist as assigned in the collection of assessment data from a variety of sources and in
compiling and organizing data for review by the teacher.

Assist the teacher in completing requirements for grade reporting, scheduling
conferences, and recording results.

Provide instructional assistance as planned or coordinated by the teacher or
administrator.

Assist students with personal hygiene, health and safety issues, or grooming if required.
Use classroom management techniques condudive to an effective classroom environment.
Perform assigned clerical and bockkeeping duties.

Prepare and maintain requested/required reports and records.

Work closely with teacher or other professionals

Assist in maintaining positive relationships between the school and parents.
Demonstrate support for teamwork.

Communicate effectively orally and in writing.

Collaborate with peers to create quality instructional environment.

Participate in training programs and in-service.

Assist peers in acquiring knowledge and understanding of particular area of
responsibility.

Determine career goals, conduct a personal assessment and develop a systematic plan
including goals and time tables.

Participate in all required pre-service training activity

Maintain confidentiality regarding student information.

Use effective, positive interpersonal skills.

Demonstrate integrity through ethical behavior.

Perform job responsibilities in a timely and consistent manner.

Recognize and remain sensitive to the individual needs and differences of students and
adjust service delivery accordingly.

Exhibit attention to punctuality, attendance, accuracy and thoroughness.

Ensure that actions contribute to continuous growth and achievement appropriate for
age group, subject area and/or student program classification to be served.

Assist the teacher in maintaining the records which document student performance.
Perform other incidental tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:
Light Work: Exerting up to 20 pounds of force occasionally and/or up te 10 pounds of force as
frequently as needed to move objects. Maybe medium or heavy work depending on the
particular assignment.

TERMS OF EMPLOYMEN':
Salary and benefits shall be paid consistent with the District’s approved compensation plan.
Length of the work year and hours of employment shall be those established by the District.
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EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.



