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Title of Position: 
Paraprofessional 

Directly Responsible to: 
Resource Teacher &  

Director of Student Support Services 

 
Status: 

Non-exempt 
 

Primary Function: The Paraprofessional supports the special education program by providing support services, 
instructional accommodations, and modifications to students with special needs.  The Paraprofessional is required 
to perform necessary and appropriate duties to ensure student(s) receive services outlined on their Individual 
Educational Plan (IEP).  This may or may not include supporting Teachers by caring for the physical, social-
emotional and academic needs of students with special needs and providing additional support in the form of 
educational materials and exercises.   
 
Minimum Qualifications:  
(*) High School Diploma; minimum of two years of college (48 semester units completed); 
(*) Familiarity working with students in a tutoring environment;  
(*) TB Test clearance & DOJ finger printing clearance;  
(*) An enthusiasm to support a young and growing school program. 
 
Applicants who do not have any one of the qualifications will not be considered. 
 

How to apply: Submit the following to lcsjobs@larchmontcharter.org with subject line:  Paraprofessional  

 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.  We are most interested in hearing about your experiences or interests in specific 
subject matter(s) and tutoring techniques (1 page maximum, single-spaced, 12 pt Times New Roman). 

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

 
 
About Larchmont Schools: 
Larchmont Schools was founded in 2004 in Los Angeles by a group of parents who were inspired to create an academically 
rigorous and diverse neighborhood school.  Since then, we have grown into an organization serving over 1,000 students 
through K-10, and growing to K-12.  Larchmont Schools is guided by a constructivist learning theory in the development of 
a project-based, integrated curriculum to serve a diverse student body.  With a student population reaching 40% 
Free/Reduced Lunch eligible and 50% students of color, Larchmont Schools is one of the most diverse and highest 
achieving public schools in the city. Adding grade levels every year, by the fall of 2016, Larchmont Charter School will 
serve nearly 2,000 students in grades K-12 with an annual budget exceeding $19 million. 
 
The mission of Larchmont Schools is to provide a socio-economically, culturally and racially diverse community of students 
with an exceptional public education. We foster creativity and academic excellence; our students learn with and from 
each other in an experience-centered, inquiry-based learning environment. With participation from our entire 
community, including strong parental involvement, we strive to instill in each student a dedication to improving the world 
we inhabit.  For more information please visit www.larchmontcharter.org.  
 
The Opportunity: 
Larchmont Schools seeks to hire a Paraprofessional for to support the instructional needs of students.  The 
Paraprofessional reports directly to the Director of Special Education and is overseen on a daily basis by the Resource 
Teacher.  The Paraprofessional is responsible and accountable for providing instructional support services for students 
with Independent Education Plans (IEPs).  The Paraprofessional is an essential member of the special education team and 
works collaboratively, communicates clearly and builds positive relationships with all stakeholders in our Larchmont 
Schools learning community. 
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Essential Functions: 

 Performs a variety of activities pertinent to training, physical care, disciplining, and tutoring in order to develop 
habits, knowledge, and skills in students with special needs. 

 Supports Resource Teacher(s) in delivery of IEP services. 

 Assists teachers and collaborates with peers (grade level, cluster, enrichment, special ed., volunteers) to  
maintain an environment conducive for learning, encouraging appropriate behavior by the students. 

 Maintains and monitors effective group and individual student behavior to provide an optimum learning 
environment, implementing established discipline practice and policy. 

 Assists teachers in carrying out positive reinforcement procedures and reactive strategies identified in a behavior 
support plan, such as prompting student to switch to functionally equivalent replacement behavior and 
debriefing during the school day. 

 Under the direction of the Teacher, uses the following techniques to modify instruction to meet the needs of the 
students with varying backgrounds, learning styles, and special needs: 

o Helps students to use books, technology classroom materials, and equipment to reinforce lessons. 
o Adjusts or rephrases portions of text, and classroom instructions. 
o May administer informal testing for progress-monitoring. 
o Provides accommodations such as small-group testing, reading aloud test questions. 
o Supports in implementing lessons or portions of lessons to a student or a group of students, checks 

accuracy of work, and presents additional assignments as directed by the Teacher. 

 Consistent with FERPA, the School’s Student Records Policies & Procedures, and as directed by the Resource 
Teacher, keeps records related to attendance, grades, test scores, and behavior. 

 Under the direction of the Director of Special Education, maintain and update the Welligent system daily. 

 May act as a resource regarding student issues at Individual Education Plan (IEP) meetings, if requested. 

 Under the Teacher’s direction, participates in data collection on behaviors as part of behavior support plan 
development and implementation. 

 Administers first aid and medical assistance to provide appropriate care for medically fragile student(s), including 
assisting with all aspects of toileting, which may include diapering and lifting on/off the toilet, changing tables, 
and mats when trained by appropriate staff.  

 Assists student(s) with the use and adjustment of mobility equipment, including, but not limited to leg braces, 
wheel chairs, tricycles, walkers, mobile standers, crutches, and gurneys when trained by appropriate staff. 

 May obtain food from the kitchen, serve food, and feed students or help them to feed themselves. 

 Assists teachers with students who may demonstrate behaviors such as hitting, biting, scratching, and running; 
works with team to implement behavior support plans and/or crisis plan when trained by appropriate staff. 

 Assists in the implementation of unique intervention strategies to manage aggressive student behavior. 

 Assists teachers on field trips by helping students with physical needs, maintaining discipline, and reinforcing 
learning situations. 

 Supervises a group of students in the temporary absence of the Teacher, when notified by Administration. 

 Shares professional perspective with the Resource Teacher through respectful and thoughtful dialogue to 
enhance instructional strategies. 

 Cooperate with all recommendations and direction from Supervisor in all instructional situations. 

 Under the supervision of the Resource Teacher, communicate effectively and professionally, both orally and in 
writing, with stakeholders that builds relationships that demonstrate respect and compassion.  

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

 Model professional behaviors and ethical standards when dealing with stakeholders and the broader community. 
 

Non-Essential Functions: 
1. Perform other duties as assigned. 
2. Periodically serve as a Lead Substitute (if credentialed). 
3. Assist in other school programs when necessary.   

 
Knowledge of: Physical and emotional needs of children at various age levels; General nature and causes of physical, 
mental, and emotional disabilities; First aid techniques; Functioning of special equipment, such as wheel chairs and 
braces; Facilitation strategies and approaches to creating and maintaining small group environment of safety, respect, 
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and learning; Curriculum accommodation and modification; Cultural and socio-economic differences in the student 
population; Conflict resolution strategies to support healthy social development in children; Professional skills for 
collaboration and teamwork with other education professionals; Written and oral communications skills. 
 

Ability to: Deal appropriately with disruptive and abusive behaviors; Use proper English, grammar, punctuation, and 
sentence structure; Perform routine and repetitive tasks; Establish and maintain supportive and cooperative environment 
with school personnel, parents and students; Complete tasks/assignments within established timelines; Recognize when 
there is an unusual condition or situation and have the ability to seek assistance when necessary and appropriate, using 
good judgment; Gain students' confidence; Act calmly and appropriately in emergencies; Take orders and follow 
instructions accurately; Assist in feeding and toileting of students with special needs; 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; 
fingerprint clearance & TB test clearance.  Larchmont Schools has the right to revise this job description at any time.  
Larchmont Schools is an EQUAL OPPORTUNITY EMPLOYER. 
 


