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Senior Trainee Assignment Description


	Senior Trainee Name:
	Position Title: Classroom Assistant


	Host Agency Name:
	Assignment Date:


	Assignment Location (Address)
Physical: ______________________________________

Mailing: ______________________________________

City: ________________ State: AL  Zip Code: __________
	Phone Number: (334) ________________________
Fax Number: (334) __________________________




	Assignment Objective: Provide Clerical, Office or Child Care training skills to assist Mr./Ms. _____________________ locate employment in the public or private sector.


	Work Days/Hours:  Monday Hours: ______am-  _____ pm; Tuesday Hours: ______am- ______ pm;   Wednesday Hours: ______am-  ______ pm;
Thursday Hours: ______am- ______ pm;  Friday Hours: ______am- ______ pm;  Saturday Hours ______am- ______ pm;  Sunday Hours: ______am- _______pm.   Wage Rate:    Hourly $7.25    (Must equal no more than 19.75 hours per week


	Supervision:   Mr./Ms. _________________ or her designee will provide supervision During this assignment. 


	Requirements: (i.e., Should include areas such as Mopping, Driving, Heavy Lifting, Etc.)

Must have 12th grade education (High School Diploma) certificate of completion, or GED. Ability to receive, and follow written and oral instructions. Must be willing to work with children and cooperatively with head start program staff members and director.


	Assignment Duties: Work with classroom staff and teacher’s aide personnel working with children in the classroom. Provide supervision when classroom teachers and teacher’s aid is absent from classroom. Assist with classroom activities as needed or required. Assist with restroom activities as needed or required. Assist classroom teachers and teacher’s aide during meals in the dining area, during activities held on the playground, and special events or activities held at the Head Start Program Center. Attend Pre-Service Training.
Additional Information: (O*NET Knowledge, Skills, and Abilities):
Provide extra assistance to students with special needs, such as non-English speaking students or those with physical and mental disabilities; Supervise students in classrooms, halls, cafeterias, school yards, and gymnasiums, or on field trips; Tutor and assist children individually or in small groups to help them master assignments and to reinforce learning concepts presented by teachers; Enforce administration policies and rules governing students; Discuss assigned duties with classroom teachers to coordinate instructional efforts; Instruct and monitor students in the use and care of equipment and materials to prevent injuries and damage; Observe students' performance, and record relevant data to assess progress; Present subject matter to students under the direction and guidance of teachers, using lectures, discussions, or supervised roleplaying methods; Prepare lesson materials, bulletin board displays, exhibits, equipment, and demonstrations; Organize and supervise games and other recreational activities to promote physical, mental, and social development; Distribute teaching materials such as textbooks, workbooks, papers, and pencils to students; Organize and label materials and display students' work in a manner appropriate for their eye levels and perceptual skills; Use computers, audio-visual aids, and other equipment and materials to supplement presentations; Attend staff meetings and serve on committees, as required; Type, file, and duplicate materials; Laminate teaching materials to increase their durability under repeated use; Provide disabled students with assistive devices, supportive technology, and assistance accessing facilities such as restrooms; Carry out therapeutic regimens such as behavior modification and personal development programs, under the supervision of special education instructors, psychologists, or speech-language pathologists; Assist in bus loading and unloading; Maintain computers in classrooms and laboratories and assist students with hardware and software use; Distribute tests and homework assignments and collect them when they are completed; Grade homework and tests, and compute and record results, using answer sheets or electronic marking devices; Take class attendance and maintain attendance records; Prepare lesson outlines and plans in assigned subject areas and submit outlines to teachers for review; Participate in teacher-parent conferences regarding students' progress or problems; Conduct demonstrations to teach such skills as sports, dancing, and handicrafts; Plan, prepare, and develop various teaching aids such as bibliographies, charts, and graphs; Requisition and stock teaching materials and supplies; Operate and maintain audio-visual equipment; Collect money from students for school-related projects.
· Active Listening — Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

· Critical Thinking — Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.
· Instructing — Teaching others how to do something.


Host Agency Health and Safety Consultation/Orientation (Completed By the Host Agency Supervisor during the Orientation) (Date) _________________
Are you capable of performing the essential duties and requirements of this position - FORMCHECKBOX 
 with or  FORMCHECKBOX 
 without- reasonable accommodations?
 Initials (Senior Trainee) ________ (Date) __________
 FORMCHECKBOX 
 Use of cleaning chemicals
 FORMCHECKBOX 
 Heavy lifting
 FORMCHECKBOX 
 Severe/Inclement Weather 
 FORMCHECKBOX 
 Evacuation: Fire/ Emergency    FORMCHECKBOX 
 Van/Bus Driving Safety  FORMCHECKBOX 
 Office Safety
 FORMCHECKBOX 
Inclement/Severe Weather   FORMCHECKBOX 
Dress and Appearance (Example: Proper Shoes, Appropriate Clothing, Safety Equipment)
 

 FORMCHECKBOX 
 Use of Cell Phones while at my Assignment  FORMCHECKBOX 
 Reporting of workplace injuries at my assignment  FORMCHECKBOX 
 Increased responsibilities at my assignment.
I have participated and have discussed my duties and requirements for this position of Classroom Assistant at ____________________on this date: __________.
_______________________________________________________


________________________________________

(Senior Trainee Signature)








 (Host Agency Supervisor’s Signature)

Senior Employment Program Office Use Only:
Job Ready Performance Evaluation:
Evaluation Date _____________ Senior Trainee’s Initials _________ Host Agency Supervisor Initials ________
Senior Employment Program Assignment Description Form (Revised 09/01/2016)
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