FORT BRAGG UNIFIED SCHOOL DISTRICT

JOB DESCRIPTION – State Preschool

Bilingual Instructional Assistant


DEFINITION

To assist State Preschool Coordinator; participate in education-related activities of preschool students as well as specified clerical duties and translation.
SUPERVISION RECEIVED AND EXERCISED

Receives direct supervision from State Preschool Coordinator.  Receives indirect supervision from site principal.  

EXAMPLES OF DUTIES – May include, but are not limited to, the following:

· Contact Spanish speaking families on waiting list to confirm eligibility and to set appointments

· Meet with Spanish speaking families for preadmission interview to include a discussion of:

· Family’s education and work status, and income eligibility

· Child’s and parents’ health history

· Child’s previous school or childcare experience

· State Preschool goals and objectives

· Parent’s role in State Preschool program

· Particular expectations or concerns the parents may have 

· Translate and interpret for teacher, children, and parents as necessary

· Assist in planning and implementing the daily program under the direction of the teacher

· Implement classroom activities with children and adults on an ongoing basis in Spanish and English

· Assist in planning and caring for the environment including general housekeeping tasks

· Help maintain observational records and other classroom records

· Implement health and emergency policies of the program when necessary

· Conference with Spanish speaking families under supervision of teacher

· Address children’s needs with appropriate techniques

· Assist staff and volunteers with appropriate techniques

· Attend recommended staff meetings and seminars or training that relate to the job

· Participate in one-on-one care of children with special needs

· Assist with toileting, diapering and daily care of children

· Work individually and in small groups with particular children to meet their IEP goals.

MINIMUM QUALIFICATIONS

· Six units in early childhood education

· Fluency in both Spanish and English

· Passing score on Fort Bragg Unified School District proficiency or other NCLB compliant test
Knowledge of:

· How cultural differences inform who a child is
· Methods by which to learn about differing cultural beliefs and practices
· All health and emergency policies of the program

Ability to:

· Present in a warm and friendly manner
· Be sensitive to the feelings and needs of others
· Relate well to children
· Demonstrate willingness to fulfill job responsibilities in accordance with the program’s philosophy
· Maintain a professional attitude toward the children, families and co-workers at all times
· Communicate professionally and openly
· Comply with the state’s licensing requirements for preschool staff
· Maintain confidentiality at all times
· Write and speak with proficiency in English and Spanish
· Demonstrate good time management skills
· Work as a member of a team as well as independently
· Treat all children and adults in the classroom with dignity, allowing for individual differences
· Learn site licensing requirements
· Learn Principles and practices of early childhood education/child development
· Learn preschool and kindergarten State standards for curriculum
Experience and Training

At least one year of three or more hours per day in a preschool setting.


 
Special Requirements
· Some positions in this class may require possession of a valid California driver’s license and a good driving record verified by a DMV printout and proof of personal automobile insurance
· Willingness to obtain upon employment Infant/Child CPR certification 
· Must successfully complete pre-employment physical and T.B. clearance at time of employment and periodically as required
· Must pass Criminal Record clearance and Child Abuse Index check at time of employment
Physical Requirements

· Ability to exert 50 pounds of force frequently to lift, carry, push, pull or otherwise move objects.

· Ability to stoop, climb, stand for long periods of time and perform physical labor, physical mobility and stamina to participate in activities which may be strenuous. 
Reasonable accommodation may be made to enable a person with a disability to perform the essential functions of the job.
