STRIDE Learning Center
Part B Program Assistant 
Job Description
DEFINITION
The Part B Support Assistant is primarily responsible for supporting the screening, and referral processes, conducting vision and hearing screenings, scheduling evaluations and ASQ screenings, part time receptionist duties, ensuring all paperwork required for the completion of the IEP is completed correctly and prepares and files the completed IEP blue folder. Receive general direction and direct supervision from the STRIDE Learning Center’s Administrative Manager. 


 JOB RELATED AND ESSENTIAL QUALIFICATIONS
Knowledge of:
· Individuals with Disabilities Education Act
· Wyoming Rules and Regulations governing services to children with disabilities
· CPR, First Aid and other emergency procedures. 

· Modern office procedures, methods, and equipment. 

Skills to:
· Schedule screenings and evaluations using on-line calendar
· Input data and run reports in SEAS

· Develop and complete IEP files to meet compliance

· Operate modern office equipment
· Provide high quality, friendly customer service
Ability to:
· Analyze problems, identify alternative solutions, project consequences of proposed actions, and implement recommendations in support of duties. 

· Evaluate procedures in order to meet state requirements. 
· Communicate clearly and concisely, both orally and in writing. 

· Exercise good judgment and flexibility in response to changing situations and needs. 

· Establish, maintain, and foster positive and harmonious working relationships with internal and external customers 
· Work 203 Part B calendar

· Substitute in the preschool classroom when needed

EXPERIENCE AND TRAINING GUIDELINES:
· The position requires a high school diploma or equivalent, basic computer and office instrument competencies.  Experience in case management preferred. A working knowledge of the IEP process from referral through IEP development and the necessary components of an early intervention program.  
LICENSE, CERTIFICATES OR REGISTRATIONS:
Must be current or obtained within a specified time frame as defined upon employment.  

· CPR/First Aid. 

I have reviewed this job description and understand it remains effective until further documented.  
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Date 

March 2016
