
 

 

August 19, 2014                   2014-15 – CL 46 
                                                                                                                                                                                      

CLASSIFIED POSITION OPENING: 
 

Applications are currently being accepted by the Aberdeen School District for the following 
classified position.  Please contact the Human Resources Office (360)538-2000 for further 
information or visit the District website at www.asd5.org.                                                            

 

SPECIAL SERVICES VOCATIONAL ASSISTANT 
Aberdeen High School 

 

 
6.5 hours per day/184 days. 
On-going. 

General responsibilities and qualifications are outlined in the Vocational Assistant--Readiness to Work job 
description.  May perform regular education and special education duties including one-on-one responsibilities.  
May perform basic education, Title 1, Migrant, ESL, LAP, ECEAP and day care. 
 
RATE OF PAY: 
$12.14 - $14.66 per hour 
 
JOB SUMMARY: 
This position coordinates and provides support for special services vocational programs.  This position provides 
intervention support and instruction for students with disabilities who require a vocational component within their 
IEP.  This position provides instruction in prevocational skills and assists students in developing positive attitudes 
toward work and learning.  This position coordinates activities and schedules between schools, community 
agencies and businesses. 
 
DUTIES AND RESPONSIBILITIES: 
1. Actively participate as a member of the special education team in evaluating, analyzing and developing 

vocational plans for students' present and future vocational goals and employability objectives. 
2. Work collaboratively with teachers to design Individualized Educational Program (IEP) goals and 

objectives.  Perform as a service provider to assist students in developing appropriate interviewing, 
grooming and employability skills. Revise and modify plans and instructional objectives as necessary for 
student success.  Coordinate with community and outside service providers to enhance student's options 
and success. 

3. Assist in identifying, contacting, developing and assessing viable worksites commensurate with student 
abilities, skills and interests.  Analyze worksite tasks to assist in designing a training program.  Collaborate 
with employers to design and set up programs, provide information and solve problems.  Work as a liaison 
between student and businesses to advocate for student success. 

4. Assists teacher in the daily management, organization, monitoring and safety of students. 
5. Collects and prepares instructional and non-instructional materials as directed; assembles worksheets, 

lessons, and other materials including supervisor worksite packets. 
6. Supervises and conduct individuals and small groups in educational, supportive and structured activities; 

assists with class work and assignments; tutors and monitors student activities in the classroom and 
community worksites.  Communicate with teacher concerning individual student needs and progress. 

7. Monitors student behavior and progress, maintains IEP progress logs, and share observations with 
teacher, special education team and other professional staff; may participate in parent-teacher 
conferences.  Assist teachers in preparation of student work contracts and program.  Administers discipline 
as authorized. 

8. May be required to perform services which maintain personal hygiene of students.  Monitors student health.  
May be required to assist with adaptive/medical equipment. 

9. Assists in administering district, state and national tests; maintains diagnostic and test data for teacher; 
maintains and updates student records, class lists, files, attendance and other data.  Documents daily 
activities and progress as required.  Monitors administration of individual academic assessment evaluation. 

10. May be required to provide basic first aid care to ill and injured students. 
11. Transports students to "job" sites in the community.  Coordinate, with transportation, for van and car 

transportation and instruct student use of public transportation. May need to obtain a Type II License. 
12. Assists students with completion of short-term and long-term projects. 
13. Maintains confidentiality of student information and records. 



14. Maintain a pleasant, enjoyable atmosphere with students.  Acts as a role model for student behavior. 
15. Develop and maintain a positive and effective relationship between the school, student, family and 

community work sites. 
16. Attends meetings, conferences and staff development opportunities as required or for professional growth. 
17. Perform other duties as assigned. 
 
Education/Experience:  72 college credits, A.A. degree or pass a basic skills test.  Vocational   
 technical training preferred. 
 
Certificates/Licenses:  Maintain CPR, first aid and Type II driver's license. 
 
Knowledge/Skills/Abilities: 
1. High school diploma or equivalent. 
2. AA degree, 72 college credits or pass a skills test required. 
3. Knowledge of correct grammar, spelling and English usage. 
4. Knowledge of community resources. 
5. Ability to learn and willingness to use technology. 
6. Ability to work effectively under pressure and be flexible to meet deadlines. 
7. Physical ability to perform required duties which may include lifting and positioning students in and out of a 

vehicle, wheelchair, therapy equipment, etc. 
8. Ability to understand and execute verbal and written instructions, policies and procedures.  Ability to follow 

instructions. 
9. Ability to maintain confidentiality. 
10. Ability to maintain accurate records. 
11. Effective written and verbal communication skills.  Ability to write simple correspondence and reports. 
12. Ability to add, subtract, multiply and divide using whole numbers, fractions and decimals. 
13. Ability to calculate ratios and percentages and interpret graphs. 
14. Ability to work with students with behavioral and physical disabilities.  Knowledge of and ability to use 

behavior-intervention techniques. 
15. Possession of vocational skills and experiences. 
16. Ability to make connections between the school and community. 
17. Ability to establish and maintain an effective working relationship with students, staff, parents, businesses 

and general public.  Ability to work in team environment. 
18. Strong desire to connect with students and be a positive role model. 
19. Ability to work independently with minimum of supervision. 
20. Ability to organize, attend to detail and conduct appropriate follow-up. 
21. Ability to conduct appropriate job analysis identifying prerequisite skills necessary for successful 

placements. 
22. Ability to identify, initiate, instruct and adjust the training programs as needed to ensure student success 

and growth. 
 
LICENSES/SPECIAL REQUIREMENTS: FBI and Washington State Patrol background clearance required. 
 
TESTING: There may be testing for this position. 
 
CLOSING DATE FOR APPLICATIONS: Open until filled. 
 
APPLICATION PROCEDURE: 
Applicants are to submit completed Aberdeen School District application form, including a Washington State Sexual 
Misconduct  Disclosure Release form.  You may request an application by calling the Human Resources Office at 
(360) 538-2000. Applications are available to download from the District website at www.asd5.org. 
 
SEND COMPLETE APPLICATION TO: Emily Hetland, HR Director 
 Aberdeen School District No. 5 
 216 North G Street 
 
 
 
Aberdeen School District complies with all federal rules and regulations and does not discriminate on the basis of race, color, national origin, sex, sexual orientation 
including gender expression or identity, creed, religion, age, veteran or military status, the presence of any sensory, mental or physical disability, or the use of trained 
dog guide or service animal by a person with a disability and provides equal access to the Boy Scouts of America and other designated youth groups.  Inquiries 
regarding compliance procedures may be directed to Emily Hetland, Title IX Officer (360) 538-2004 and Jean Prochaska, Section 504/ADA Coordinator (360) 538-
2018.  Aberdeen School District No. 5, 216 North G Street, Aberdeen, Washington  98520. 


