
CHISAGO LAKES SCHOOLS, ISD #2144                 

 

TITLE: FOCUS Program Paraprofessional /Tutoring Center 

    

 

QUALIFICATIONS: 1. Demonstrate aptitude for the work to be performed. 

 2.  High school diploma or equivalent. 

 3. Strong interpersonal skills, with the ability to communicate with all levels of 

staff. 

 4.  Maintain effective and positive working relationships with staff, students, 

and parents. 

 5.  Proficient with the Microsoft Office suite of products.  Demonstrate the 

ability to be trained on school wide software.   

 6. Ability to lift 50 pounds. 

 7.  Such alternatives to the above qualifications as the staff may find 

appropriate and acceptable. 

 

REPORTS TO:  Principal/Designee (for job specific issues) 

 

JOB GOAL: Provide necessary assistance so that the student can be provided an environment 

in which that individual can take full advantage of the instructional program and 

available resources without the need of special education services. 

 

 Provide a mentoring relationship with students exhibiting at risk behavior and to 

provide these students the needed support to succeed within the school 

environment, both academically and socially. 

 

 Assist in providing a structured environment so that the students can take full 

advantage of the specialized instructional program designed to build academic 

engagement skills. 

 

 

GENERAL PERFORMANCE RESPONSIBILITIES: 

 

1. Consult with FOCUS team regarding program selection, progress monitoring, and exiting supports of 

students from the FOCUS program.   

 

2. Implement instruction designed to improve academic engagement. 

 

3. Maintain ongoing communication with FOCUS team and other appropriate staff to uphold each 

student’s goals.  

 

4. Inform counselors when changes are required to accommodate specific student needs and work within 

the appropriate means to implement these changes. 

 

5. Consult and collaborate with general education teachers to assist students with completion of the 

FOCUS program.  

 

 



6. Notify appropriate school staff when information is presented concerning abuse, neglect, suicidal 

thoughts/threats, potential for harm to persons or property, or suspected use or possession of an illegal 

substance.  

 

7. Collect and communicate monitoring data in regard to grade, attendance, work completion, and 

behavior. 

 

8. Attend meetings to assist in evaluation of problem identification, problem analysis, plan development, 

implementation and specified interventions for students demonstrating behaviors not conducive to 

school environment. 

 

9. Engage in effective communication with parents to foster strong home school relationships. 

 

10. Ancillary Duties 

a. Monitor hallways  

b. Supervise assigned areas during corrective advisement and other activity times as requested 

c. Monitor classroom for teachers when assigned 

 

11. Maintain confidentiality as per mandated data privacy laws. 

 

12. Completion of other tasks as directed by the principal or supervisor. 
 

PERFORMANCE RESPONSIBILITIES FOR TUTORING CENTER: 

1. Provide assistance to students in implementing organizational skills, work completion, and time 

management. 

2. Provide assistance to students on their homework as needed or requested. 

3. Provide assistance and collect information from counselors and teaching staff to assist students in their 

work completion and make up work. 

4. Provide assistance and communication for parent questions and requests regarding their student’s 

success and implementing them. 

5. Provide assistance to High School staff in completing missing work after school hours when needed. 

6. Knowledge of student database system (Skyward), both family access and student access programs. 

7. Completion of other tasks as directed by the principal or supervising teacher. 
 

 

 

 

TERMS OF EMPLOYMENT: Will be determined by the needs of the individual student.  Salary and 

work year to be established by the Board of Education. 

 

EVALUATION: Performance of this job will be evaluated in accordance with the 

provisions of the Board’s policy on evaluation of noncertified personnel. 
 

 
 

8-12-2014 


