Mary C. O’Brien Accommodation District
Juvenile Detention Center Education Program Services
Contracted Program
Job Description

Job Title: 

Paraprofessional, YJC
Reports To: 


Principal
FLSA Status: 

non-exempt

Months per Year: 
12 months

Rate of Pay: 

Classified Level 5 
Summary Performs any combination of following instructional tasks to assist YJC students and staff.  
Essential Duties and Responsibilities include the following: 
Assists, or tutor’s students, individually or in groups, with lesson assignments to present or reinforce learning concepts.  Support students in their on-line classes while in class at least half of the scheduled workday.  
Covers class in teacher’s absence/Discusses assigned teaching area with classroom teacher to coordinate instructional efforts/as needed.  
Presents subject matter to students, utilizing variety of methods and techniques such as lecture, discussion, and supervised role playing.

Attends meetings, including but not limited to transition and staff meetings. Attends and completes all professional development as assigned by the principal or district leadership.  
Complete GED proctor testing successfully each year to proctor GED testing at HOPE and ESPERANZA as needed. 
Supports special education teacher and administration by assisting with assembling and maintaining IEP files, making copies, phone calls, obtaining and maintaining all special education records from previous schools.  Maintaining special education database and records for administration and special education teacher.  
Assists with audits and monitoring.  

Serves as back up for Administrative Assistance in their absence.

Competencies                   




To perform the job successfully, an individual should demonstrate the following competencies:

Design - Demonstrates attention to detail.

Problem Solving - Identifies and resolves problems in a timely manner; Works well in group problem solving situations; Uses reason even when dealing with emotional topics.

Technical Skills - Assesses own strengths and weaknesses; Pursues training and development opportunities; Strives to continuously build knowledge and skills; Shares expertise with others.

Student Assistance - Manages difficult or emotional student situations; Responds promptly to student needs. Responds to requests for assistance; Meets commitments.

Interpersonal Skills - Focuses on solving conflict, not blaming; Maintains confidentiality; Listens to others without interrupting; Keeps emotions under control; Remains open to others' ideas and tries new things.

Oral Communication - Speaks clearly and persuasively in positive or negative situations; Listens and gets clarification; Responds well to questions; Demonstrates group presentation skills; Participates in meetings.

Written Communication - Writes clearly and informatively; Able to read and interpret written information.

Teamwork - Balances team and individual responsibilities; Exhibits objectivity and openness to others' views; Gives and welcomes feedback; Contributes to building a positive team spirit; Able to build morale and group commitments to goals and objectives.

Visionary Leadership - Inspires respect and trust; Provides vision and inspiration to peers and subordinates.

Diversity - Shows respect and sensitivity for cultural differences; Educates others on the value of diversity.

Ethics - Treats people with respect; Keeps commitments; Inspires the trust of others; Works with integrity and ethically; Upholds organizational values.

Organizational Support - Follows policies and procedures.

Judgment - Exhibits sound and accurate judgment; Includes appropriate people in decision-making process.

Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Sets goals and objectives.

Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats others with respect and consideration regardless of their status or position; Accepts responsibility for own actions; Follows through on commitments.

Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality.

Quantity - Completes work in timely manner; Works quickly.

Safety and Security - Observes safety and security procedures; Reports potentially unsafe conditions; Uses equipment and materials properly.

Adaptability - Changes approach or method to best fit the situation; Able to deal with frequent change, delays, or unexpected events.

Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are covered when absent; Arrives at meetings and appointments on time.

Dependability - Follows instructions, responds to management direction; Takes responsibility for own actions; Keeps commitments; Completes tasks on time or notifies appropriate person with an alternate plan.

Initiative - Volunteers readily; Undertakes self-development activities; Looks for and takes advantage of opportunities; Asks for and offers help when needed.

Innovation - Displays original thinking and creativity; Meets challenges with resourcefulness.

Qualifications 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience                   




Associate's degree (A. A.) or equivalent from two-year college or 60 semester hours OR passing the para pro test preferred.
Emergency  Substitute Certificate, Substitute Certificate, or Professional Development Hours Required for a Certificate.  

Language Skills                   




Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.

Mathematical Skills                   




Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

Reasoning Ability                   




Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

Physical Demands The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to stand. The employee is occasionally required to walk; sit; use hands to finger, handle, or feel; reach with hands and arms; stoop, kneel, crouch, or crawl; talk or hear and taste or smell. The employee must occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include close vision and peripheral vision.

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this Job, the employee is occasionally exposed to outside weather conditions. The noise level in the work environment is usually moderate.

Computer Skills

To perform this job successfully, an individual should have knowledge of Internet software, Spreadsheet software and Word Processing software.




Student Safety

In accordance with A.R.S §13-3620, any school employee who reasonably believes that a minor is or has been the victim of physical injury, abuse, child abuse, sexual abuse, sexual conduct with a minor, sexual assault, molestation, sexual exploitation of a minor, incest, child prostitution or neglect that appears to have been inflicted on the minor by other than accidental means shall immediately report this information, or cause reports to be made, to a peace office or child protective services in the department of economic security.                      

