Work-study Job Description Form
University of the Incarnate Word

Department: St. Anthony Catholic School (Elementary):Education

Location: 205 West Huisache Avenue, San Antonio, TX 78212
Supervisor: Patricia L. Ramirez

Supervisor Phone: (210) 732-8801

Supervisor E-mail: Pramirez@stanthonysa.org

Job Title: |nstructional Aide/Clerical Aide
Hourly Pay Rate (cannot be updated mid-year): $g/hr
How is the pay rate determined? (check all that apply)

Experience Grade Level 0 Other:

Purpose/Role of the position:

Assist students in the area of reading and/or mathematics, provide homework help, and provide
support to teachers in the classroom during or after school. Provide clerical assistance as needed.

General Length of FWS Agreement: [[]] Annual basis |:| Semester basis

Job Description and General Duties:

-Provides one on one assistance in the area of reading and math to students, including homework help.
-Assists the teacher in preparing materials and supplies in advance of activities.

-Performs monitoring duties during lunchtime as assigned.

-Follows policies and procedures in the faculty/staff handbook.

-Monitors students during whole group and small group activities.

-Performs clerical duties for the administration as assigned.

Special Skills:

Experience working with children preferred.
Exhibits a nurturing, caring attitude to all children.
Able to maintain calm in stressful situations.
Detail-oriented.

Community Service- Does this position perform any job duties that support the creation or execution
of community service opportunities and/or events? — YES |0 NO

**Supervisors: Please indicate if employee will be required to lift, stand for extended periods of time,
wear closed shoes, uniforms, protective eyewear, etc.**
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