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JOB DESCRIPTION

TITLE ALTERNATIVE EDUCATION SPECIALIST
QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill,
and/or ability required. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

Education/ High school diploma or general education degree (GED). Classroom
Experience or military experience required. Bilingual, English/Spanish preferred.
Basic computer skills required (e.g., ability to use email).

Language Skills Ability to read, analyze and interpret common scientific and technical
journals, and legal documents. Ability to respond to common
inquiries or complaints from students, parents, staff or administrators.

Mathematical Skills Ability to add, subtract, multiply and divide all units of measure, using
whole numbers, common fractions and decimals. Ability to apply concepts
such as fractions, ratios, and proportions to practical situations.

Certificate/License N/A

Reasoning Ability Ability to define problems, collect data, and draw valid conclusions.
Ability to interpret technical instructions in diagrammatic form and
deal with several abstract and concrete variables.

Physical Demands The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential
functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is required to
stand, walk, talk and hear. The employee is frequently required to
use hands/fingers to feel and to reach with hands and arms. The
employee is occasionally required to climb or balance, and stoop,
kneel, crouch or crawl. The employee must occasionally lift and or
move up to 50 pounds. Specific vision ability required by this job
include close vision, distance vision and ability to adjust focus. The
employee shall remain free of any alcohol or non-prescribed
controlled substance in the workplace throughout his/her employment
by the District.



Work Environment The work environment characteristics described here are

representative of those an employee encounters while performing the
essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential
functions. While performing the duties of this job the employee is
exposed to outside weather conditions. The noise level in this
environment is moderate.

REPORTS TO Principal

GENERAL RESPONSIBILITIES

1.

3.

Assists the Lead Teacher or Program Manager with duties associated with the daily
operation of the program.

Establishes daily routines and procedures and assures that all matters related to the daily
operation of the program are performed.

Supervises the Mustangs at New Beginnings during regularly established routines.

SPECIFIC RESPONSIBILITIES

1.

Communicates with the Lead Teacher or Program Manager, counselor and teachers in
finding positive solutions for behavior modification for students. Supervises the
students when removed from the classroom.

Assists teachers with students who have classroom problems.

Assists with supervision of after school program. Counsels students regarding issues
specific to their assignment to the after school program and provides strategies that can
be employed the next time a similar situation occurs.

Conducts parent conferences at school and/or by phone to report the progress of the
son/daughter.

Inspects the classrooms daily; insures work orders are written and submitted promptly
for needed repairs. Follows through on items related to maintenance of the grounds.

Assists with the after school tutoring program targeted at any student whose grades are a
C or below by assisting with homework and activities focused on improving both
reading and math skills.

Assists in recruiting and scheduling volunteers from other schools and community to
provide one-on-one assistance to students who need to be challenged academically.

Works with the Lead Teacher or Program Manager in recording points earned by
students daily and recommends students for promotion who have earned enough points
to warrant promotions in Junior Mustangs.



10.

11.

12.

13.

14.

Helps to provide security for the health, safety and welfare of staff and students.

Provides assistance to the classroom teacher in any/all duties that address the academic
and social concerns of all students.

Supervises students in specific situations, e.g., bus loading/unloading zones, study
periods, time-out room, lunch or other developmentally appropriate activities before,
during, or after the school day.

Manages the Junior Mustang Program by training students during drills and upon
entering the classroom and supervising the running of the obstacle course and the
physical fitness test.

Follows the daily routine established in the Standard Operating Procedures Manual for
New Beginnings and all the procedures and policies contained within that document.

Performs such other duties as assigned by the Lead Teacher, Program Manager or
Principal.



