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Assessment Assistant (Elementary)
Employee Name (Print): _______________________________________

Reports To:

Principal

Dept/Campus:

Assigned Elementary Campus



Wage/Hour Status: 
Exempt 




Date Revised:
November 2015
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:

Assist in the planning, implementation, and evaluation of a comprehensive program of guidance for the assigned campus.  Use a planning process to define needs and priorities of population served.  Provide a proactive, developmental guidance program for all students to maximize personal growth and development.

QUALIFICATIONS:
Education/Certification:
A Bachelor's Degree in Education
Valid Texas Teacher’s Certificate 
Special Knowledge/Skills:

Knowledge of counseling procedures, student appraisal, and career development

Excellent organizational, communication, and interpersonal skills

Maintain a calm and patient demeanor with students and others

Experience:

Three years teaching experience

MAJOR RESPONSIBILITIES AND DUTIES:

1. Consult with parents, teachers, administrators, and other relevant people to enhance their work with students. 

2. Assist in conducting campus dyslexia assessments.

3. Assist in conducting campus Gifted and Talented assessments.

4. Serve as a test administrator during testing.

5. Assist in maintaining a safe environment during morning, lunch and afternoon duties.

6. Serve as an additional Section 504 designee, as necessary, to conduct meetings, review information with staff and update student data.

7. Compile, maintain, and file all reports, records, and other documents required.

8. Comply with policies established by federal and state law, State Board of Education rule, and the local board policy in the area of guidance and counseling.

9. Present for students a positive role model that supports the mission of the school district.

10. Maintain a positive and effective relationship with supervisors.

11. Comply with all district and local campus routines and regulations.

12. Communicate effectively with colleagues, students, and parents.

13. Assess and respond to needs related to job responsibilities.

14. Develop needed professional skills appropriate to job assignments.

15. Demonstrate behavior that is professional, ethical, and responsible.

16. Articulate the district's mission and goals in the area of counseling to the community and solicit its support in realizing the mission.

17. Demonstrate the use of appropriate and effective techniques for community and parent involvement.

18. Maintain strict confidentiality.
WORKING CONDITIONS:

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 will be made if necessary:

Mental Demands:

Ability to communicate (verbally and written); ability to instruct; maintain control under stress; ability to manage others in a non-coercive manner; maintain a clear focus on customer service
Physical Demands:
While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the facilities. Duties may also require repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending, lifting/transport of up to 50lbs.occasional district-wide and statewide travel;

The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties, and skills that may be required.
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