
 
 
 

 
JOB TITLE:  Personal Care Assistant III  
REPORTS TO:  Director of Special Education- Assisting Assigned Classroom Teacher 
FLSA:  Non-Exempt 
 

FUNCTIONAL PURPOSE:  
 
The primary purpose of this position is to improve student learning and educational outcomes by 
assisting content area teachers in lesson delivery, instructional interventions, classroom management, 
coordination of supplies and materials and other activities related to specific area of assignment as 
directed by building leader(s), grade level, or content area teacher. 
 

DISTINGUISHING CHARACTERISTICS 
 
Work of this class is distinguished from that of the Personal Care Assistant II by the following knowledge, 
skills, abilities and experiences are necessary:  
 

 Preferred Associate’s Degree or Bachelor’s Degree 

 Background with Applied Behavior Analysis (ABA) or related experience with autism support or 
assisting students with emotional support needs 

 

ESSENTIAL/ CORE JOB FUNCTIONS:  
 

 Implement the student’s PBSP plan and may assist in the design, development and monitoring 
of said plan. 

 Provides personal assistance to assigned students during transportation to and from school on 
District school buses or other modes of transportation.  

 Provide psychosocial and developmental rehabilitative activities as prescribed in an 
individualized support plan. 

 Work with the teachers in conjunction with other members of the treatment team and other 
professionals working in the school setting, participation in treatment team meetings as needed, 
and document service delivery. 

 Implement behavior plans and use prescribed strategies to respond to the individual's behavior. 

 Monitor student movement in instructional settings such as hallways, cafeterias, bus loading 
zones, etc. 

 Provide information to teachers regarding student daily work and behaviors 

 Providing instructional support to students in small group and one on one settings. 

 Providing personal care assistance including feeding, bathroom needs, and personal hygiene. 

 Support children within the classroom on the appropriate behavior in and out the classroom. 

 Assist students with academic work under the direction of classroom teacher. 

 Assists on field trips; takes students to special classes or activities such as music, art, physical 
education, recess, media center, and play ground activities. 

 Assists students with choices in the lunchroom and monitors activities at mealtimes; may have 
to assist students in feeding him/herself. 



 Assists with emergencies such as seizures, acting out, physical attacks, hyperactivity, and 
emotional outbursts; may physically intervene or take student individually aside to calm down 
and regain control. 

 Implement and model social skill development techniques, including social stories, peer 
facilitation, and peer training. 

 Provide behavioral and social skill interventions when undesired behavior is 'triggered' in efforts 
to adapt or progress to regular education settings. 

 Provides instructional assistance with non communicative autistic child in developmental tasks 
and school activities. 

 Supervises and directs student activities established by certified teachers for brief periods in the 
absence of certified teachers. 

 Implements special behavior plans for certain students. 

 Reads stories and provides individual and/or small group instruction and tutoring to the 
students under the guidance or direction of certified teacher. 

 Contact parents regarding meetings and verify/ obtain information as needed. 

 Perform clerical, record keeping, and instructional support duties as required by the teacher or 
support professional. 

 Assist in adapting instructional strategies and materials as directed. 

 Collaborate with teachers daily to address any instructional strategies 

 Administers and scores tests, daily assignments, and homework. 

 Collect and record data and monitor progress as directed. 

 Maintains informational and operational files including scores from tests or assignments, 
attendance information, meal count, student work folders, learning center/ computer lab use, 
and other records, materials, or supplies related to instruction. 

 Provides aid to students according to written according to IEP goals and state learning 
objectives, seeking clarification as needed. 

 May assist with standardized testing with regular education district-wide assessments related to 
completing information on score sheets, test monitoring, and conducting make up assessments, 
under with supervision of certified staff. 

 Under direction of certified special education teacher, modify curriculum for students 
mainstreamed into the regular classroom. 

 Use strategies, equipment, materials, and technologies, as directed, to accomplish instructional 
objectives. 

 Assist as needed in the preparation and adaptation of instructional materials to enhance 
student performance. 

 Collaborate with staff, parents, and pupils in specialized instructional strategies and techniques 
being implemented. 

 Gather, compile, and prepare data for IEPs, statistical, and operational reports. 

 Monitor behavior and interactions with peers and staff in school settings to observe progress or 
identify developmental opportunities. 

 

SECONDARY JOB FUNCTIONS:  
 

 Participates in parent/family meetings as directed. 

 Prepares materials and uses current technology to make charts, bulletin boards and other 
instructional materials for the classroom. 

 Drive a non-CDL vehicle when required/needed. 
 
 



 
 
 

MINIMUM EDUCATION, TRAINING AND/OR EXPERIENCE REQUIREMENTS: 
 

 High school graduation or equivalent required, Associate’s Degree or Bachelor’s Degree 
preferred 

 Background with Applied Behavior Analysis (ABA) or related experience with autism support or 
assisting students with emotional support needs 

 

REQUIRED CERTIFICATIONS 
 

 Must possess or have the ability to obtain CPR, First Aid, and Handle with Care Training on a 
yearly basis. 

 Must possess and maintain a valid Pennsylvania driver’s license 

 Must maintain updated state required clearances 
 
 
 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:  
 

 Knowledge of effective methods to engage students with autism or emotional/ behavioral 

support needs. 

 Expanded knowledge of a range of related therapeutic/treatment methodologies, such as: 
Visual Strategies, PECS, Augmentative communication, TEACCH, Social Stories, Verbal Behavior, 
Discrete Trials Training, Sensory Integration, etc.  

 Knowledge and understanding of each student's Behavior Intervention Plan and IEP 
requirements. 

 Ability to follow prescribed instructions related to student physical and healthcare as outlined in 
an IEP. 

 Skill in managing classroom behaviors using positive behavior support methodologies. 

 Knowledge of CPR and/or first-aid procedures to assist students in emergency situations. 

 Ability to move about in room to monitor students and check work in classrooms with varied 
seating and desk organization patterns and possess the mental capacity to plan, organize, and 
analyze normal work activities to maintain a safe learning area. 

 Ability to communicate clearly orally as well as in written and electronic formats. 

 Ability to use a computer or other electronic devices for the purpose of communication, 
instruction, data recording, and location of information. 

 Ability to collaborate with building level staff members to identify and solve problems. 

 Ability to demonstrate patience and compassion when dealing with students and/or parents and 
their personal and educational needs. 

 Skill in identifying student learning and personal needs and collaborating with supervising 
teacher to provide needed resources or interventions. 

 Knowledge of Family Educational Rights Privacy Act (FERPA) regulations and how they may apply 
to sharing student information. 

 Ability to establish & maintain effective professional relationships with supervisors, peers, staff, 
students, and parents. 

 Skill in setting up and using assistive technology devices and augmentative communication 
devices to assist students with school related activities. 



 Knowledge and understanding how to make accommodations to meet the specific needs of 
each student. 

 Knowledge in understanding composition rules, grammar and rules of spelling and conventions 
of the English language. 

 Knowledge of applications and proper maintenance of a variety of personal care equipment. 

 Preferred knowledge of educational resources and instructional tools such as SMART Boards, 
document cameras, and other devices used to deliver instruction. 

 Knowledge of computer applications and software used in instruction and work related 
activities, e.g. Microsoft Office applications and Google applications. 

 Knowledge of basic mathematical skills to add, subtract, multiply, or divide 

 Skill in communicating effectively both orally and in written communication.  Includes ability to 
present information to internal and external stakeholders. 

 Interpersonal skills used to work effectively with teams.  Including skill in managing conflict or 
differences of opinion between subordinates or supervisors. 

 Skill in adapting to fluid work situations or adapting to changes in expectations, procedures, or 
technology used on the job. 

 Problem solving skills using creativity, reasoning, past experiences, and information available to 
overcome challenges on the job. 

 
 

PHYSICAL WORK DEMANDS: 
 

 Be able to occasionally bend, kneel, crouch, crawl, or stoop to inspect work, handle resources 
and materials. 

 Have the ability to ascend or descend ladders, stairs or step stools. 

 Have the ability to reach above and below shoulder level to handle materials or use work 
related resources. 

 Have the ability to occasionally sit on the floor to work with materials or equipment. 

 Ability to stand for extended periods of time. 

 Possess near and far acuity to monitor people, equipment, other objects, or vehicles at near and 
far distances. 

 Ability to walk about work area to perform tasks and complete usual work activities. 

 Have the ability to occasionally sit on the floor to work with people, materials, or equipment 
 
 

May be required to occasionally lift items weighing up to 20 lbs. such as students, books, or classroom 
supplies. 
 
 
Note: To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed above are representative of the knowledge, skill, and/or ability 
required and is not intended to be an exhaustive list of all qualification association with this job. 
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