
 

 

Job Description 

 

Job Title: EL Teaching Assistant      

Supervisor: EL Coordinator, Assistant Principal, Principal, and District Administrator  

Board Approved: August 17, 2020 

Job Summary  
The job of the EL Teaching Assistant was established for the purpose(s) of working with individual and/or 

small groups of students under the supervision of a certificated teacher in the supervision and instruction of 

students; and assisting students by modeling the necessary skills to perform assignments. 

Essential Duties  
1. Adapts classroom activities, assignments and/or materials under the direction of the supervising teacher for the  

    purpose of supporting and reinforcing classroom objectives. 

2. Administers tests, homework assignments, make-up work, etc. for the purpose of supporting teachers in the  

    classroom.  

3. Assists students, individually or in groups, with lesson assignments for the purpose of presenting and/or reinforcing  

    learning concepts. 

4. Implements, under the supervision of the teacher, instructional programs and lesson plans for the purpose of  

    presenting and/or reinforcing learning concepts.  

5. Communicates with teachers and other district personnel for the purpose of assisting in evaluating progress and/or  

    implementing IEP objectives. 

6. Monitors individual and/or groups of students in a variety of settings (e.g. rest rooms, hallways, bus loading zones,  

    cafeteria, assemblies, field trips, etc.) for the purpose of maintaining a safe and positive learning environment. 

7. Promotes good study habits and student independence for the purpose of improving the quality of student outcomes. 

 

Other Duties 
1. Attends meetings and in-service presentations as assigned for the purpose of acquiring and/or conveying  

    information relative to job functions. 

2. Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of the  

    work unit.  

 

Job Specifications  
Specific skill-based competencies required to satisfactorily perform the functions of the job include: adhering to safety 

practices; operating standard office equipment including using pertinent job related software applications; and basis 

mathematical skills (e.g. add, subtract, multiply and divide in all units of measure using whole numbers, common 

fractions, and decimals; compute rate, ratio, and percent, draw and interpret graphs, etc.).  

Specific knowledge-based competencies required to satisfactorily perform the functions of the job include: concepts of 

English grammar and punctuation; age appropriate activities; and health and safety standards.  



Specific ability-based competencies required to satisfactorily perform the functions of the job include: maintaining 

confidentiality; communicating with diverse groups; adapting to changing work priorities; working as part of a team; 

applying common sense understanding to carry out instructions; dealing with problems involving a few concrete 

variables in standardized situations; effectively presenting information in one-to-one and group situations to students; 

and working with frequent interruptions.  

 

Performance Responsibilities: 

1. Assists the assigned staff member(s) in all aspects of daily programming including, but not necessarily limited to:  

    social, academic, behavioral and self-help growth and development 

2. Assists in the direct supervision of students in the assigned program as directed by the teacher or administrator (e.g.  

    bus loading, classroom assignments, lunch, etc.) 

3. Demonstrates understanding of students’ language needs. 

4. Demonstrates flexibility in schedule and activities throughout the day. 

5. Demonstrates cooperation, openness for growth and willingness to contribute in a team approach. 

6. Communicates, collaborates, and cooperates with colleagues, supervisors, and students. 

7. Maintain confidentiality regarding all aspects of his/her work with students and other staff. 

8. Participates in all meetings, training programs, and in-service sessions as assigned by the district administrator. 

9. Performs such other duties as may be directed by the district administrator.  

 

Minimum Qualifications (Knowledge, Skills and/or Abilities Required)  
Two years of post-secondary education that is equivalent to at least 48 semester hours from an accredited higher 

education institution. Fluent in Spanish is a must along with a Wisconsin Special Education Paraprofessional License 

or willingness to obtain. Must have the ability to establish and maintain effective working relationships with students, 

staff, parents, & the public. Ability to operate a computer and related software such as Microsoft Word, Excel, 

PowerPoint, and PowerSchool.   

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: None 

Supervision Received: EL Coordinator, 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 EL 

Coordinator, 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. 


