
Our company is looking to fill the role of special education assistant. Please review
the list of responsibilities and qualifications. While this is our ideal list, we will
consider candidates that do not necessarily have all of the qualifications, but have
sufficient experience and talent.

Responsibilities for special education assistant

Coordinates annual conferences run through Department (e.g., Legal issues in
Special Education
Provide research, evaluation, and technical assistance supports (e.g.,
professional learning, consultation) to federal clients and local stakeholders
through projects aimed at improving outcomes for students with disabilities
Contribute to the development of targeted technical assistance for state
education agencies through written briefs, policy-to-practice summaries,
literature reviews, and quantitative analysis
Support communication and dissemination efforts (e.g., project websites,
virtual events, communications with client stakeholder groups)
Provide classroom assistance to the district/school teacher, supporting the
needs of special needs students
Contribute to the development and growth of the Special Education
program, advise and mentor teacher candidates, recruit students to
undergraduate and graduate programs
Chair and serve on dissertation committees, develop Special Education
courses, seek external funding, establish an appropriate research program
that leads to peer reviewed publications, and provide service to the program,
university and profession
Most importantly, the successful candidate will integrate theory, scholarly
inquiry and evidence-based teaching practices in order to effectively facilitate

Example of Special Education Assistant Job
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Manage special education student records for the school (IEP, 504, EL, Gifted,
Child Find)
Manage special education records requests process for all newly enrolling
students (IEPs, Re-evals, 504 plans, Gifted Educational Plans, and LEP plans)

Qualifications for special education assistant

Experience working with students with a variety of disabilities (preferred)
Knowledge of Special Education law and policy (preferred)
Unwavering moral compass guided by personal ethics, integrity, tolerance,
and trustworthiness
Ability to successfully navigate within varying degrees of ambiguity in a fast-
paced environment
Willingness to collaborate with the classroom teacher and other building staff
in a professional and collegial manner
Responsible for abiding within Article 7 and IDEA regulations


