
NEW PRAGUE AREA SCHOOLS 

JOB DESCRIPTION 

Position Title:  Instructional Paraprofessional        

Department: School Building Date Written:  July 2016 

Reports To: Principal Exempt Status:  Non-exempt 

Approval:  ______________________________ 

                                 (Human Resources) 

 

 

 

JOB SUMMARY:  Assist students either individually or in small groups with math and reading skills, 

lunchroom, and playgroup supervision. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

88% Assist classroom teacher with students struggling with math and reading skills 

A. Reinforce learning in small groups or individually in identified subject areas 

B. Provide appropriate teaching styles to student’s indentified by grade level team 

C. Monitor and report student’s behavior to support classroom environment 

D. May work with whole classroom to provide teacher time to work with small groups or prep time 

   

8% Help insure a safe and secure environment 

A. May include supervising students in lunch room 

B. May include supervising students at recess 

C. Other supervision duties as assigned 

   

4% Preparation 

A. Assist classroom teacher in planning instructional tasks 

B. Receive instruction from certified staff concerning the progress of a student 

C. Meet with intervention team, teacher and principal 

 

 

Perform other duties as assigned or requested including attending professional development/meetings, 

in-services and workshops 

 

WORK REQUIREMENTS AND CHARACTERISTICS: 

Education/Certification/Licensure: 

 High School Diploma or equivalent  

Experience: 

 Previous experience in working with children preferred 

 



Essential Knowledge, Skills, and Abilities: 

 Ability to work effectively with students of all K-8 grade levels in a positive manner 

 Ability to collaborate, support and implement building and grade level rules and guidelines 

 Sensitivity to the requirements of special needs children 

 Basic computer, math and language skills 

 Ability to exercise confidentiality in handling  district information 

Machines, Tools, Equipment, Electronic Devices, and Software: 

 Operates office equipment including computers, phone system, laminator, copier, paper shredder, paper 

cutter, overhead projector, scanner and calculator 

 Utilizes various software including excel and internet  

  Uses Gmail to receive district communication 

Supervision of Other Employees: 

 Position does not include supervision of other employees 

Physical Job Requirements: 

 Position involves prolonged sitting or standing while assisting students or supervising 

 Position involves listening, speaking clearly and visual activity 

 Position involves occasionally lifting up to 20 lbs. 

 Position involves occasional bending, stooping and kneeling  

Mental Job Requirements: 

 Position involves responding to changing technology 

 Position requires dealing with constant interruptions (behavior, asking questions, etc.) 

 Position requires discipline of student within district guidelines 

 Position requires being accountable to different supervisors 

 Position involves flexibility and undertaking a variety of tasks 

 Position involves working independently 

 Position involves meeting individual needs to students while exhibiting patience 

Working Conditions: 

 Position is exposed to a high noise level in the lunchroom 

 Position involves exposure to outdoor temperature extremes on playground 

 Position involves work in a classroom setting 

 Position involves occasional exposure to emotional outbursts by students 

 Position involves occasional exposure to blood/bodily fluids and airborne pathogens 

 

 

This description describes the general nature and work expected of an individual assigned to this 

position.  Employees may be required to perform other job-related duties as requested by their 

supervisor.  All requirements are subject to possible modification to reasonably accommodate individuals 

with a disability. 
 


