
 

 

Job Description 

 

Job Title: Instructional Assistant, Math Intervention (RTI)     

Supervisor: Assistant Principal, Principal, and District Administrator    

Board Approved: October 21, 2019 

Job Summary  
This position is to provide a quiet organized atmosphere and supervise students assigned. Provide direction, 

assistance and instruction as needed to create a positive support system for students. Maintain a class or area 

that students feel comfortable attending and aren’t hesitant to seek, ask for and obtain help. Whether it is to 

make up a test, work on online classes, do homework and collaborate with students. 

Essential Duties  
1. Consistently maintains a high level of confidentiality. 

2. Supervise students in an alternative learning or study hall environment in both large or small group settings before,  

    during, and after school.  

3. Provide assistance to students regarding classroom assignments, tutor students, and proctor assessments. 

4. Motivate and encourage students in positive ways to successfully complete assigned work. 

5. Establish an open door policy with students for any questions, concerns, and issues that they may be experiencing. 

6. Provide consistency for students as a trusted adult doing daily check in and check out. Also, taking the time to listen  

    and make positive connections with the students. 

7. Maintain area to ensure security, functionality, and cleanliness in the assigned space. 

8. Coordinate daily classroom assignments with teaching staff, collects completed work (Quizzes/Tests) and returns to  

    the teacher in a timely matter. 

Other Duties 
1. Duties of Instructional Assistants may be varied depending upon their capabilities and the needs of the teacher,  

    student, and/or school. 

2. Participates in required training. 

3. Adapts classroom work under the direction of the teacher for the purpose of providing a method to support and/or  

    reinforce lesson plans. 

4. Confers with teachers for the purpose of assisting in evaluation of students’ progress and/or implementing students’  

    objectives. 

5. Implements plans, under teacher direction, for the purpose of meeting students’ social and daily living skills.  

    Implements, under the supervision of the teacher, instructional programs in accordance with lesson plans for the  

    purpose of assisting the teacher in improving students’ academic success through a defined course of study.  

6. Monitors individual students, classroom, library, etc. for the purpose of providing a safe and positive learning  

    environment.  

7. Instructional Assistants will follow a schedule as mutually agreed upon by administrators and teachers.  

8. Instructional Assistants may be reassigned or rescheduled at any time by the principal in order to better meet the  

    student’s needs. 



9. Under the teacher’s direction, Instructional Assistants may be left with pupils and under the supervision of the  

    nearest certified teacher while the teacher is momentarily out of the room. This will not be considered substitute  

    teaching. During this time, Instructional Assistants will follow the teacher’s plans and directions.  

10. Identifies student needs and cooperates with other professional staff members in assessing and helping students  

      solve learning, health, and attitude problems.  

Job Specifications  
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 

accommodation may be made to enable individuals with disabilities, who are otherwise qualified, to perform the 

essential functions.  

Minimum Qualifications (Knowledge, Skills and/or Abilities Required)  
High school diploma and two years of post-secondary education that is equivalent to at least 48 semester hours from 

an accredited higher education institution is preferred. Must possess the ability to establish and maintain effective 

working relationships with students, staff, parents, & the public.  

Working Conditions & Physical Requirements  
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 accommodation may be made to enable individuals with 

disabilities to perform essential functions. Must have the ability to sit and stand for extended periods of time; exhibit 

manual dexterity to use a telephone, to enter data into a computer; to hear and understand speech at normal classroom 

levels, outdoors and on the telephone; speak in audible tones so that others may understand clearly in normal 

classrooms, outdoors and on the telephone; physical agility to lift up to 25 pounds; and to bend, to stoop, to sit on the 

floor, to climb stairs, to walk and to reach overhead.  

Work Environment  
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. Duties are normally performed in a school/classroom environment. 

Duties may be occasionally performed on field trips away from school. The noise level in the work environment is 

usually moderate.  

Supervision Exercised: Dependent on grade level and subject; may include instructional assistants, volunteers, and 

tutors.  

Supervision Received: Assistant Principal, Principal, and District Administrator  

 

 

This job description in no way states or implies that these are the only duties to be performed by this employee. The 

aide will be required to follow any other instructions and to perform any other related duties as assigned by the 

Assistant Principal, Principal, or District Administrator. Big Foot Union High School reserves the right to update, 

revise or change this job description and related duties at any time. 

 

  


