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INSTRUCTIONAL ASSISTANT - DSPS
DEFINITION:
Under general supervision, to conduct intakes, screening, standardized testing and referrals for individuals seeking DSPS services; to tutor and/or assist students in the use of computer-based tutorials; to provide clerical support for the DSPS program offices; and to perform related duties as assigned.

DISTINGUISHING CHARACTERISTICS:
This job is distinguished from other jobs performing tutoring and related tasks by its focus on individuals with learning disabilities, and by the performance of intakes, screening, and various support tasks for the DSPS function.

CLASSIFICATION:

· FLSA Non-Exempt

· Classified – CSEA

· Date Modified: August 1996

ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Assists students in completing intake and screening paperwork and reviews completed forms
· Establishes and maintains DSPS files
· Identifies appropriate campus and community resources based on screening, contacts referrals and arranges appointments for students
· Administers stan​dardized academic tests for interpreta​tion and use by the Learning Disability specialist
· Provides individual tutoring to Learning Disabled students in language, math and reading, revie​wing concepts and rules
· Assists students in using computer-based tutorials
· Supervises and provides special accommodations (e.g. reading or writing assistance) for LD students taking academic tests
· Provides and relays information and maintains contact with a variety of college departments and external agencies
· Maintains appointment calendars for self and DSPS staff
· Provides back up to other DSPS positions answering phones and questions
· Trains and assigns work to student workers providing clerical support
· Provides back up for campus switchboard
Knowledge of:

· Principles and rules of English writing, grammar, spelling and punctuation
· Principles and laws of mathematics including arithmetic, algebra, and geometry
· Methods and techniques of individual tutoring
· Basic computer operations and keyboard use
· Modern office practices and procedures including filing, office equipment operation, reception, and scheduling
Skill in:

· Conducting individual tutoring
· Establishing and maintaining effective working relationships with others, including hostile individuals and those with learning disabilities
· Administering standardized tests of academic achievement
· Operating standard computer software for DOS, Windows and/or Apple based platforms, and learning specialized software such as self-paced tutorial programs
· Preparing and maintaining a variety of records, forms and reports
· Filing, office equipment operation, reception, and scheduling
MINIMUM QUALIFICATIONS:
· Must be able/willing to work closely with students who may have hygiene problems and/or infectious diseases
DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Associate of Arts degree which has included significant coursework in either English or mathematics

· Additional coursework in techniques of instruction

· Working with individuals with learning disabilities is preferred

· Community college experience is preferred.

PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Vision to administer and score tests, assist students with other academic materials, and prepare and process paperwork
· Hearing and speech to understand and respond to questions, and provide instruc​tions and tutoring
· Hand and finger dexterity to administer tests, operate computer keyboards, and manipulate books, papers and files
This work is performed in an office or computer lab setting.
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