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INSTRUCTIONAL ASSISTANT

Microcomputer Laboratory for Assistive Technology

DEFINITION

Under general supervision, assists certificated staff by working with students with disabilities, individually or in groups in the improvement of academic knowledge and technical skill, and does related work as required.

TYPICAL DUTIES
Trains students and student workers in the use of assistive computer equipment, software applications, and appropriate learning methods and procedures. Takes responsibility for overseeing the orderly operation and maintenance of computer and peripheral equipment used in assistive technology; orders new computer hardware and software; and maintains records and files of instructional materials and equipment. Develops training materials, and demonstrations for teachers, counselors, and other staff on how to use adaptive equipment; assists instructors by tutoring students individually and in groups in concept understanding and skills acquisition; assists in developing syllabi and visual aids; clarifies instructors' assignments; confers with instructors on students' progress, class procedures and instructional methods on a regular basis; and proctors exams.  Oversees student workers as needed including scheduling and assigning tutors; maintains student records; and works with faculty and staff on solutions for students needing assistance not related to adaptive equipment. Assists faculty members or staff with laboratory or field research; keeps current on adaptive equipment using a variety of media including the Internet, E-mail, catalogues, attending seminars and training; and performs related duties as required.

QUALIFICATIONS

EXPERIENCE

One year of experience using microcomputers and standard software application packages.

EDUCATION

Completion of the requirements for an Associate of Arts degree (preferred).  NOTE: Additional education may be substituted on a year-for-year basis for the required experience.

SPECIAL REQUIREMENT

Any offer of employment will be contingent upon the successful completion of a medical evaluation.
KNOWLEDGE OF

Knowledge of instructional methods, tutoring and training techniques including curriculum design principles, learning theory, group and individual teaching techniques, and design of individual development plans. Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar. Knowledge of numbers, their operations, and interrelationships including arithmetic and its applications; and administrative, clerical and basic record keeping procedures and systems. Knowledge of students with special needs. Knowledge of computer hardware, system configurations and software applications such as: operating systems, word processing, spreadsheets, databases, telecommunications, graphics, and desktop publishing. 

SKILL IN
Skill in training others how to do something; using multiple approaches when learning or tutoring new things; and in using logic and analysis to identify the strengths and weaknesses of different approaches. Skill in working with new material or information to grasp its implications; assessing how well one is doing when learning or doing something; knowing how to find and identify essential information; and reorganizing the information to get a better approach to problems or tasks. Skill in evaluating the likely success of an idea in relation to the demands of the situation; and listening to what other people are saying and asking appropriate questions; being aware of others' reactions and understanding why they react the way they do; and in adjusting actions in relation to others' actions. Skill in identifying the nature of problems; generating a number of different approaches to problems; and observing and evaluating the outcomes of a problem solution to identify lessons learned or redirect efforts. Skill in managing one's own time; communicating effectively with others orally and in writing as indicated by the needs of the audience; understanding written sentences and paragraphs in work related documents; and working in a multi-lingual environment.

ABILITY TO (ESSENTIAL FUNCTIONS)
The ability to perform the basic functions of the position; sustain regular work attendance; work cooperatively and effectively with the public, students, faculty and staff; exercise initiative and good judgment; work as a member of a team; and meet schedules and time lines. The ability to work with students having cultural and academic diversity. The ability to tutor and assist students in the operation of computer and assistive technology and software applications. The ability to prepare concise and complete reports; monitor and observe student progress; and give clear and precise directions.

Physical and Environmental Factors:  Move or lift computers and related equipment.

TYPICAL EQUIPMENT USED (May include, but not limited to)
Computer, printer, fax machine, and copier.

