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BOARD OF EDUCATION
	Saskatoon School Division No. 13


	P O S I T I O N   D E S C R I P T I O N


Position:		HIGH SCHOOL CARPENTRY APPRENTICESHIP PROGRAM (HCAP) ASSISTANT


Immediate Supervisor:	PRINCIPAL


Core Function:

Under the direction of the HCAP classroom teacher, the HCAP Assistant provides assistance and support in the delivery of educational programming to students in the HCAP program.  The position will also support the HCAP teacher in the day-to-day operations of the HCAP classroom.


Duties and Responsibilities:

1. Assists the HCAP teacher in guiding students through aspects of the residential construction industry and the home-building process.

2. Assists in the maintenance of the site’s day-to-day operations.

3. Implements modifications and adaptations to the environment or materials as directed by the HCAP teacher. 

4. Participates in the assessment of the progress of the students learning through observation, data collection and analysis, informal or formal evaluation.

5. Assist in working with partners and stakeholders in the use of the site to ensure maintenance of the equipment.
6. Promote, facilitate, and model positive behaviour interventions and supports to encourage, support, reinforce, and facilitate appropriate and positive student behaviour and social interactions. Assist in de-escalating potentially harmful situations.
7. Provide assistance to the HCAP teacher in preparing, organizing and maintaining instructional materials, equipment and resources.

8. Research and write grant proposals from government and non-government agencies and prepare supporting documents based on the funding requirements of the organization to support the program.

9. Acts as a cooperative staff member in working with all students, staff, parents, and other community members.

10. Ensures the safety of all students including supervision during non-instructional times such as bus, school grounds, hallways, and field trips.  Implements strategies to support safety.  

11. Maintains and promotes confidentiality regarding student personal information and respects the privacy and dignity of the student and the family.

12. Performs such other duties as may be assigned to meet organizational deadlines and objectives.


Qualifications:

1. Grade 12 or equivalent.

2. Preference will be given to candidates with completion of at least one year of post-secondary education related to special education programs (examples:  Educational Assistant, Early Childhood Development, Youth Care Worker, Rehabilitation Worker).  A combination of education and experience may be considered.

3. Strong interpersonal and communication skills.  A demonstrated ability to engage students and communicate with industry partners and clients.

4. At least one year of previous related experience.  

5. First Aid, CPR and AED training is an asset.

6. Ability to work in a variety of environments.

7. A valid driver’s license and reliable transportation.
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