
One on One Aide Job Description 

JOB TITLE: Para/Educator, Instructional Aide-Severely Handicapped Special Education 

BASIC FUNCTION and RESPONSIBILITIES: 

Under general supervision, to assist a certificated employee in providing instruction, 
supervision, training and care to developmentally, communicatively, or severely 
handicapped children; to provide intensified learning; to provide a variety of clerical and 
supportive tasks for teachers and students. Employees in this classification receive 
general supervision within a framework of well-defined policies and procedures. This job 
class requires a high degree of positive contact with both students and certificated staff. 
Assignments may be performed as part of a Resource Specialist ‘pull-out’ special 
education program (RSP) or by providing special education support in a regular 
education environment.   
 

REPRESENTATIVE DUTIES: 

ESSENTIAL DUTIES: 

This position includes all the characteristics of Instructional Aide.  This job class 
functions at a level of independence that requires creativity and initiative. This job class 
works effectively with special ed students; assists students in learning skill development, 
and in learning strategies to evaluate and complete assigned activities; informs 
teachers/specialist of progress/and or behavior and other significant data; utilizes 
initiative and problem-solving skills to help achieve goals of assigned program area and 
student(s) Individual Education Program (IEP).  

Assure the health and safety of students by following health and safety practices and 
procedures; maintain learning environment in a safe, orderly and clean 
manner.  Perform a variety of clerical duties in support of classroom and program 
activities such as preparing, duplicating, filing and laminating instructional materials.   

Follow classrooms procedures and use the Positive Discipline philosophy as a 
classroom management tool.  Operate a variety of office and classroom equipment 
including a copier, computer and assigned software. 

 
KNOWLEDGE AND ABILITIES:	This position includes all the duties of an Instructional 
Aide and attends to student’s physical needs including those students with special 
needs. Positions in this class are assigned to work with more severely handicapped 
students. Incumbents are expected to have a sensitivity and understanding of the needs 
of exceptional children. 

- Assists a special education teacher and/or support staff in operating a classroom/ 
learning program for individual or groups of special education students 

- Tutors assigned special education students in basic academic, language, and/or 
specialized subject areas related to level of achievement with a variety of learning 
strategies specific to children with disabilities; assists with presenting lessons, reinforces 



concepts, listens to students read, answers questions; assigns work planned by teacher, 
checks work for completeness and accuracy, etc. 
- Provides feedback to develop positive self-esteem of student 
- Assists special education students with specific behavioral interventions under 
the supervision of a certified special education teacher or school psychologist 
- Confers with teacher(s)/specialist(s) regarding level/need of assigned students; 
assists in planning daily activities and/or lessons for students in conjunction with 
established instructional objectives developed by assigned special education teachers(s) 
selects materials to be used and implements planned lessons 
- Supervises and/or assists in the supervision of students to maintain effective 
learning and/or safe play/recreational environments, noting behavioral and other 
problems observed and reporting when necessary; supervises students in the classroom 
in absence of teacher as assigned 
- Assists in organizing learning and/or instructional environment sets up materials 
for daily activities, and maintains neat and orderly classroom/instructional areas 
- Assists in the development of and/or selection of instructional materials and 
equipment for use in classroom activities 
- Provides teacher(s) with relevant feedback and information on students’ progress 
through observation, daily contact, and maintaining accurate student progress records 
- Administers, checks, and records standardized, level, unit, and other classroom 
tests, daily assignments, and homework 

- Assists in maintaining informational and operational records and files such as 
pupil profile cards, lesson plans, behavior management points, grades, report cards, 
attendance records, etc. 

- Takes and records attendance for assigned class; records tardies, follows up on 
absences as directed by the teacher 

- Monitors and assists students while using equipment including computer 
terminals, cassette recorders; sets up equipment, works with teacher(s) to select 
appropriate material to be used, and maintains accurate records of work completed 

- Assists in monitoring and supervision students during lunch, recess, field trips, 
etc. as assigned 

-  Assists students with adaptive devices  such as communication boards and 
computers 

- Maintains classroom supplies; orders classroom supplies and books as assigned 

- Operates a variety of office and audio visual machines and equipment including 
computer, typewriter, copier, film projector, tape recorder, VCR, record player, iPad, etc. 

- Performs a variety of clerical duties as assigned: types work papers, memos, and 
notes; files papers and cum folder information; duplicates a variety of work papers, 
notes, etc. 

- Supports and assists with student’s instructional goals based upon the IEP. 

 



ABILITY TO: 

- maintain confidentiality of information regarding students 
- learn methods and procedures to related to behavior intervention techniques, 

and procedures to be followed in working with assigned students with severe 
disabilities 

- communicate effectively in both oral and written forms 
- respond quickly in emergency situations 
- understand and carry out both oral and written instructions 
- analyze situations accurately and adopt an effective course of action 
- effectively supervise students in a variety of situations 
- remain calm and patient in stressful situations 
- recognize changes in student behavior and appearance 
- understand the needs of assigned special education students and to 

effectively relate to these needs in a learning/recreational situation 
- learn the requirements of the students in the specific special education 

learning program(s) to which assigned 
- establish and maintain, accurate records and files 
- operate standard Office and instructional equipment as appropriate to area of 

assignment 
- learn school policies related to the conduct, safety, and welfare of students in 

assigned areas 
- establish and maintain effective work relationships with those contacted in the 

performance of required duties 

EDUCATION AND EXPERIENCE: 

- Previous experience in working with groups of children in an educational setting 
- Experience working with handicapped children 
- High School Diploma or the equivalent. 
- Complete at least 2 years of study at an institution of higher education (college 

level) OR 
- Obtained an associate's (or higher) degree OR Met (pass) an assessment that 

demonstrates knowledge of and the ability to assist in teaching reading, writing, 
and mathematics OR reading, writing, and mathematics readiness. 

 
WORKING CONDITIONS: 

ENVIRONMENT and CALENDAR: Classroom environment and park. Work up to 179 
days.(Based on student attendance days) 

PHYSICAL DEMANDS: Dexterity of hands and fingers to operate a computer keyboard. 
Sitting or standing for extended periods of time. Seeing to read a variety of materials and 
monitor student activities. Bending at the waist, kneeling or crouching to assist students. 
Hearing and speaking to exchange information. Bending at the waist, kneeling or 
crouching. Reaching overhead, above the shoulders and horizontally. 

	
	


