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Position Description

Position:

COLLABORATIVE EDUCATOR
Department:

Head Start/Collaborative Schools
Supervisor:

Family, Health & Community Services Specialist
Responsibilities:  
To ensure the academic success of all students.
Essential Job Functions:

· Work with students, individually and in small groups;
· Aid students with their tasks, read to students, conduct activities that work to maintain previous teaching;
· Promote good social relationships between children;
· Recognize weaknesses and strengths in student performance and track student performance data;
· Monitor student progress periodically under the direction of the teacher;
· Consult teacher about student progress (strengths and weaknesses);
· Accompany and supervise students on educational field trips;
· Assist with supervising students as required in large groups and unstructured activities;
· Assist assigned teacher in all areas of classroom management and instruction;
· Review papers; assemble instructional materials and bulletin boards under the supervision of teacher;
· Demonstrate punctuality in reporting to work and in the completion of assigned duties;
· Demonstrate a reliable attendance record;
· Accept criticism and correction positively;
· Maintain good grooming and personal appearance;
· Maintain confidentiality of student information and records as required by law;
· Ensure adherence to good safety procedures;
· Participate actively in meetings, activities, and in-service training opportunities and utilize information received to improve performance;
· Interact appropriately with students, staff, parents, and other community members in a positive and professional manner;
· Follow federal and state laws as well as School Board policies;
· Follow classroom schedules, behavior plans and school policies as developed by the School;
· Help maintain a clean and safe learning environment for the students;
· Perform other functions as directed by the supervisor that are reasonably related to the employees' responsibilities;
· Other duties as assigned by the teacher and/or supervisor.

· Abides by applicable Lorain County Community Action Agency rules and regulations;

Qualifications:  Associates Degree or completion of a minimum of two years of college required.  Must pass state mandated criminal background checks and school district’s substance abuse test. Must meet all requirements stipulated by the Ohio Day Care Licensing Law and Ohio Department of Education Educational Aide Permit (Annually).

Knowledge/Skills/Abilities:  

Good communication skills, both oral and written.  A demonstrated ability to work with young children.  An understanding of the Head Start Program. Ability to deal with the public tactfully and courteously and to work harmoniously with parents, students and other employees. Ability to perform job functions with light to heavy background noise. Must possess the ability to lift, climb, stoop, sit, bend over, hear and see (corrected or uncorrected), reach above horizontal plane, speak and be understood.
Pay Grade: 5, or 6 (Depending on qualifications)          
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