
VENANGO TECHNOLOGY CENTER

POSITION DESCRIPTION
POSITION TITLE:

INSTRUCTIONAL AIDE
QUALIFICATIONS:
Have or be able to earn Highly Qualified certification as a Paraprofessional.  Must possess good interpersonal, communication, and computer skills.

REPORTS TO:

Coordinator of Special Populations 
RESPONSIBILITIES:
Responsibilities include coordinating instructional efforts with teachers, preparing lesson materials, tutoring students individually or in small groups, monitoring student performance, administering and grading student tests, maintaining student records,  and assist in enforcing discipline, and communicating with administrators, staff, parents, and students.
SCOPE OF DUTIES:


1.
Provide secondary and when applicable, adult students with program planning, enrollment and scheduling services.

a.
Coordinate student admission/selection and placement with the Director and appropriate teachers.

b.
Collaborate with Special Needs Coordinators regarding placement of identified students.

2.
Assist with the administration of schoolwide testing including the administration of the student occupational competency achievement testing program (NOCTI) and career assessments, etc; interpret and communicate the results of such tests.

3
Assist students in postsecondary education applications, placement and financial opportunities; coordinate postsecondary recruitment visits and activities; maintain a comprehensive career and postsecondary information resource center.

4.
Coordinate all student referrals to outside agencies in accordance with the Venango Technology Center’s policies and state regulations; serve as liaison to these agencies.

5.
Assist in enforcing the school attendance policy.

6.
Plan Counselor Committee meetings with our home school counselors. 
7.
Participate in and coordinate career awareness activities and services including back-to-school nights, program planning, career education programs, tours, etc. at VTC and the participating schools.
8.
Initiate and participate in student-parent-teacher conferences, Represent VTC at meetings and conferences as assigned by the Director.

9
Coordinate all guidance and counseling services for all secondary and adult students with each participating district and/or agency.

10.
Recommend policies and procedures related to Guidance and Students Services.

11.
Assist in the development of inservice programs in areas directly related to guidance; meet with new teachers to assist them in understanding and fully utilizing the school's guidance and counseling services.

12.
Establish and maintain an accurate and efficient system for permanent student records in accordance with relevant school, state and federal regulations; coordinate and monitor the automated student accounting system ensuring accuracy; disseminate student information as appropriate.

13.       Perform other duties as assigned by the Director.

TERMS OF EMPLOYMENT:
Non-Bargaining Agreement
	STATUS AND SCOPE: Describe special skills and abilities needed to perform the job.

	Previous experience working with students.


	USE OF EQUIPMENT: Indicate (X) what type of equipment is typically used with the job.  

	 X
	Computer/Network
	 X
	TV/VCR
	 
	Postage Machine

	 X
	Printer
	 X
	Photocopier
	
	Adding Machine

	 X
	Telephone
	 X
	Fax Machine
	
	Scanner


	LIFTING REQUIREMENTS:  Indicate (X) what statement best describes the usual lifting activity.  

	
	Sedentary
	Lifting up to 10 pounds maximum and carrying items.

	 X
	Light
	Lifting up to 20 pounds maximum and frequently lifting objects up to 10 pounds

	
	Medium
	Lifting up to 50 pounds maximum and carrying objects up to 25 pounds. 

	
	Heavy
	Lifting up to 100 pounds and carrying objects up to 50 pounds.


	PHYSICAL DEMANDS: Indicate (X) what best describes the physical activities for the job. 

	
	Not Required
	Occasional
	Frequent
	Constant

	Bending
	
	            X
	
	

	Pushing
	
	            X
	
	

	Hearing
	
	
	
	             X

	Reaching
	
	            X
	
	

	Climbing
	
	            X
	
	

	Seeing
	
	
	
	             X

	Speaking
	
	
	
	             X

	Standing
	
	
	           X
	

	Walking
	
	
	           X
	

	Sitting
	
	
	           X
	


Definitions:

Not Required

This activity may not be a routine part of the job.

Occasionally

This activity is an essential part of the job at random intervals.

Frequent

This activity is a usual and customary part of the job.

Constant

This activity is continually occurring as part of the job. 
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