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INSTRUCTIONAL ASSISTANT, SPECIAL EDUCATION [2-103] 
 

POSITION DESCRIPTION: 
The job of Instructional Assistant, Special Education is done for the purpose(s) of assisting (under direct supervision) 
in the supervision and instruction of special education students; relieving teachers of clerical tasks, assisting students 
by providing and developing students adaptive and behavioral skills. Instructional Assistant, Special Education, 
includes positions for classes such as Autism; Deaf/Hard of Hearing; Emotionally Disturbed; Intellectual Disability-
Moderate; Intellectual Disability-Severe; Orientation and Mobility; Orthopedically Impaired; and Visually Impaired. 
   
FUNCTIONS: 

 Adapts classroom work under the direction of the teacher (e.g., individualizing care as much as possible) for the 
purpose of providing a method to support and/or reinforce lesson plans (E) 

 Administers evaluations (e.g., work together to develop IEP tasks, bi-annual charting) for the purpose of assisting 
the teacher in evaluating students’ progress and/or recognizing the individual needs of the student (E) 

 Administers first aid and assistance to medically fragile children and/or injured students, under supervision, (e.g., 
tube feeding to students, toileting, medications, etc.) for the purpose of providing appropriate care for ill children 
assigned (E) 

 Assist in toileting students as trained (e.g., using lift as necessary) for the purpose of meeting students’ health 
needs (E) 

 Assist other personnel as may be required (e.g., assist by using teamwork approach) for the purpose of 
supporting them in the completion of their work activities 

 Assist teachers and parents (e.g., with observations, behavior modification, hand over hand) for the purpose of 
implementing lesson plans and/or developing students’ adaptive and behavioral skills 

 Confers with teachers, parents and/or appropriate personnel (e.g., especially parents when appropriate) for the 
purpose of assisting in evaluation of students’ progress and/or implementing student’s objectives (E) 

 Implements behavioral plans (e.g., IEP’s neatness, personal health care) for the purpose of meeting students’ 
social and daily living skills as needed (E) 

 Implements instructional programs and lesson plans under the supervision of the teacher for the purpose of 
assisting the teacher and students academically 

 Maintains students’ files/records as pertains to special education files/records (e.g., CUM files) for the purpose of 
documenting activities and/or providing reliable information (E) 

 Monitors individual students, classroom and/or playground activities (e.g., both in Special Education and 
mainstream) for the purpose of providing a safe and positive learning environment (E) 

 Participates in various meetings (e.g., CPR trainings, county provided in services, crisis prevention) for the purpose 
of sharing information and/or improving skills/knowledge 

 Performs record keeping and basic clerical functions, scheduling, copying, etc. (e.g., one hour a day) for the 
purpose of supporting the teacher in maintaining student files and providing classroom materials 

 Respond to emergency situations (e.g., injured students, fights, etc.) for the purpose of resolving immediate 
safety concerns (E) 

 Supervises regular education students in the classroom (e.g., reverse mainstreaming) for the purpose of 
interacting and assisting special ed. students (E) 

 Performs job assignment safely for the purpose of protecting people and property (E) 

 Performs other related duties as assigned 
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(E) = Essential Function 
 
KNOWLEDGE is required to perform basic math including calculation of fractions, percents and/or ratios: read and 
interpret instructions; and understand multiple step instructions.  
 
SKILLS are required to perform single non-technical tasks with a potential need to upgrade skills in order to meet 
changing job conditions.  
 
ABILITY is required to schedule activities; gather, collate, and/or classify data;  use basic job related equipment; 
analyze data utilizing defined and similar processes; operate equipment using standard methods of operation; work 
with data of similar types and/or purposes; utilize job-related equipment; establish and maintain cooperative and 
professional working relationships with staff, the public, and other agency personnel; some problem solving is 
required to analyze issues, create plans of action and reach solutions; with data is limited and with equipment is 
limited to moderate; perform overtime as needed and perform job safely.  
 
WORKING ENVIRONMENT: 
The usual and customary methods of performing the job’s functions require the following physical demands: 
significant lifting, carrying, pushing and/or pulling; significant climbing and balancing; significant stooping, kneeling, 
crouching and/or crawling; and significant fine finger dexterity. Generally the job requires 25% sitting, 25% walking 
and 50% standing. The job is performed under minimal temperature variations, a generally hazard free environment, 
and in a clean atmosphere. A full job analysis is available in Risk Management. 
 
MINIMUM QUALIFICATIONS 
 
EXPERIENCE:  
Job related experience is desired 
 
EDUCATION:  
High school diploma or equivalent 
 
CERTIFICATES/CREDENTIALS/LICENSES:  

 Valid California driver’s license is required 
 
PREEMPLOYMENT:  

 Fingerprint clearance 

 TB clearance 

 Required testing 

 Offer of employment is contingent upon successful passing of a physical examination 

 Some offers of employment are contingent upon successful passing of a physical examination including 
documentation, immunizations, and/or exemption as required. 

 
SALARY SCHEDULE: 600 
Row: 16.5 

 
 


