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Title of Position: Instructional Aide 
Directly Responsible to: School Leader(s) 
Status: Non-Exempt; Part-time; Hourly 
 
Primary Function: Support Teachers in implementing an integrated, standards-based curriculum that utilizes 
constructivist instructional methods in the appropriate subject matter and grade level.  Support Teachers in creating & 
maintaining a healthy & safe learning environment that demonstrates respect for all and supports student success.  
Support Teachers in evaluating student learning and adapting to evaluation data to continually improve our academic 
program.   
 
Minimum Qualifications:  
(*) Bachelor's Degree 
(*) Familiarity working with students in a tutoring environment;  
(*) Valid California 30-Day Substitute Teaching Permit (preferred) 
(*) TB Test clearance & DOJ finger printing clearance;  
(*) An enthusiasm to support a young and growing school program. 
 
How to apply: Submit the following to lcsjobs@larchmontcharter.org with subject line:  Instructional Aide 

 Must include cover letter explaining in detail why you believe you are the right person for the position; include 
statement about your professional and relevant experience working with students and your passion for 
working with children.   

 Must include résumé clearly stating all education and relevant professional experiences, dates of employment 
and summary of responsibilities 

 Must include copies of unofficial transcripts 

 May include copies of certifications (CBEST and 30-Day Substitute Teaching Permit)  

 May include letters of recommendation (While not required as part of the initial submission, at least 3 
references will be required for candidates who move forward.) 

 
If we would like to learn more about you, you will be contacted via e-mail to submit an application for the position.  
Please do not call; all inquiries should be submitted via e-mail.  Position will be open until filled. 
 
Essential Functions: 
 
Basic Supervision and Operations: 

 Support the Teacher in delivery of prepared curriculum. 

 Assist in maintaining a classroom environment that supports learning utilizing constructivist methods. 

 According to the guidance and direction of the Teacher, utilize and modify instructional resources to meet the 
needs of the students with varying backgrounds, learning styles, and special needs. 

 Provide information to the Teacher as requested in a timely manner, as necessary, to assist with planning, 
assessment, and review of progress. 

 Collaborate with peers (grade level, cluster, enrichment, special ed., volunteers) in order to enhance the 
instructional environment. 

 Build personal relationships with all students that demonstrate respect and compassion. 

 Help to maintain a classroom atmosphere that is safe, accepting, positive, and interactive. 

 Under the supervision of the Teacher, adapt instruction to enrich the academic experience and serve diverse 
learning styles. 

 Introduce all students to vocabulary, concepts, materials, and experiences to enhance overall academic 
opportunities and success. 
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 Share your professional perspective with the Teacher through respectful and thoughtful dialogue to enhance 
instructional strategies. 

 Cooperate with all recommendations and direction from the Teacher and/or your supervisor in all instructional 
situations. 

 Under the supervision of the Teacher, communicate effectively, both orally and in writing, with students and 
other professionals on a regular basis.  

 Under the supervision of the Teacher, communicate professionally and accurately with parents. 

 Respond to colleague communications (phone messages, emails, notes, etc.) in a respectful & timely manner. 

 Participate professionally in scheduled meetings and trainings 

 Model professional behaviors and ethical standards when dealing with students, parents, peers, and the broader 
community.  

 Serve as a Lead Substitute Teacher when needed. 
 
Other Functions: 

 Perform other duties as assigned. 

 Assist in other school programs when necessary.   
 
Knowledge of:   
Facilitation strategies and approaches to creating and maintaining environment of safety, respect, and learning; 
Cultural and socio-economic differences in the student population; Conflict resolution strategies to support healthy 
social development in children; Class/group behavior management strategies; Professional skills for collaboration and 
teamwork with other education professionals; Written and oral communications skills. 
 
Ability to:  
Supervise & support students in small group activities; Create and maintain a safe, respectful learning environment; 
Meet the needs of a diverse student population; Support student social & emotional development; Work 
collaboratively & professionally with the Larchmont Schools team; Communicate effectively with all stakeholders to 
support student success. Use modern technology for instructing, communicating and reporting. 
 
Physical Requirements:  
Continual speaking; standing for long periods of time; frequent sitting, reaching, walking, bending, grasping and 
pinching, occasional lifting and carrying, squatting, twisting or kneeling. 
 
Environment: 
Uneven surfaces, noise, quick work pace. Requires that the incumbent work effectively under stressful situations and 
respond to the unpredictable behaviors of students. Frequent use of computer screen. Occasionally involves working 
outdoors and exposure to inclement weather. Infrequently involves exposure to traffic congestion. May rarely involve 
exposure to biohazardous waste. 
 
Other Requirements:  
Support the Mission and Vision of the School; exercise good judgment and moral character; Department of Justice 
background clearance & TB test clearance.  Larchmont Schools has the right to revise this job description at any time.  
Larchmont Schools is an EQUAL OPPORTUNITY EMPLOYER. 


