HRISTIA

Position Title: Elementary Teacher Assistant

Reports To: Lead Teacher & Elementary Assistant Principal

Essential Requirements:

Spiritually mature, born-again Christian, and can articulate a clear testimony of salvation.
Believes the Bible is God’s Word and standard for faith and daily living.

Adheres to the HPCA Statement of Faith.

Is a member in good standing at a local evangelical church with a Statement of Faith that
agrees with HPCA's Statement of Faith.

Has the required degree/qualifications and credentials for the position.

Motivate and lead students to grow in their faith and realize their self-worth in Christ.
Integrate biblical principles and Kingdom Education philosophy in all interactions with
staff, students, and families.

Earned a minimum of a Bachelor's degree (Preferred).

Instruct classes as assigned following the prescribed scope and sequence as the
administration schedules.

Maintain proper discipline in the classroom and school premises for an appropriate
learning environment.

Maintain a clean, attractive, and organized classroom.

Represent the school in a favorable manner both on and off campus.

Develop and maintain a good rapport with students, parents, and staff by treating others
with respect, dignity, and consideration.

Follow Matthew 18 principles when dealing with students, parents, staff, and
administration.

Maintain communication with staff and parents consistent with guidelines in the staff
handbook. Responding to communication within 24 hours during the work week.

Know the guidelines within the Crisis Management Plan.

Participate in all drills (fire, emergency, etc.) as directed by the administration.

Secure a substitute in the event of an absence.

Maintain confidentiality regarding information pertaining to students, parents, and staff.
Adhere to principles outlined in the Staff Handbook.

This position is evaluated per the school’s policy on evaluation and this job description.
Perform other duties as assigned by the administration.

Specific Requirements: Assist teachers with their duties, including but not limited to:

Sort workbook pages.

Attend and assist with various evening and daytime events such as Open House,
Christmas Performance, Awards Night, Grandparents’ Day, etc.

Label classroom items as needed (nametags for cubbies, desks / tables, behavior clip
charts, posters, etc).



Assist in holding rooms, transport students, assist in afterschool as assigned

File items for Friday Folders

Stamp behavior calendars for students daily

Grade homework and classwork

Write notes to parents

Check reading logs and keep up with who goes to reading prize box or behavior treasure
box daily

Check students' individual work folders regularly. Send home incomplete work.

Take class to and from the bathroom, recess, and specials.

Swap out classroom books/textbooks as needed

Prep for crafts

Make copies

Laminate items

Administer first aid as needed (ice packs, band aids, hugs) or take students to nurse.
Supervise high school TAs

Prep small class gifts for our Cougar Pals, and help prepare activities for class to do with
Cougar Pals

Assist children who have had a potty accident (clean clothes, pack up dirty clothes,
encouragement if they are embarrassed, etc)

Assist with any child who is having a bad day or is out of sorts.

Run errands for teachers if needed

Assist with class pack up daily

Work with centers doing a craft, activity, or game

Wipe tables and chairs and vacuum floors after lunch

Assist with cleaning/sanitizing in the classrooms

Monitor and organize indoor recess activities

Hang artwork in hallway and classroom

Assist with seasonal classroom decor

Set up and prep for class parties or special activities (birthdays, science experiments,
special snacks, etc)

Get classroom ready for the day each morning (clean tables, morning work, re-set clips,
etc)

Take lunch orders daily

Create/put up bulletin boards

Help teachers set up and decorate classroom

Assist students with personal needs (tie shoes, zip jackets, wash hands, help with
gloves, hats, etc).

Work with individual students throughout the day if they need additional academic
support

Discipline students following the teacher’s direction.



