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EDUCATIONAL ASSISTANT – Learning Needs Support 

 

REPORTING TO:  Principal, Curriculum Coordinator, Director of Finance & Resources 

 

JOB OVERVIEW 

 

The Education Assistant contributes to the provision of high quality student focused learning programs in a 

professional and efficient manner, which will reflect the Mission, Vision and Values of Geelong Baptist 

College.  The successful candidate will support the main objective of teaching and learning of students 

through assisting teachers in delivering planned educations programs and encouraging a supportive and 

inclusive learning environment. 

 

GENERAL RESPONSIBILITIES 

Under general guidance, the Education Assistant can be expected to perform tasks within the following 

range: 

Class Assistance 

1. Provide instruction, under the supervision of the teacher or professional support staff, to the students in 

a variety of individual and group activities (e.g. academic subjects, social skills, daily living skills, giving oral 

tests, etc.) for the purpose of reinforcing instructional objectives, creating and implementing IEP plans, and 

ensuring students’ success in school 

2. Work one on one with students who have been identified as experiencing learning difficulties 

3. Adapt classroom activities, assignments and/or materials under the direction of the supervising teacher 

for the purpose of supporting and reinforcing classroom objectives 

 

IEP Administration 

1. In conjunction with homeroom teachers, update some of the information on the IEPs and change the 

review dates on all of them 

2. Participate in the creation and  implementation of IEP goals 

3. Participate in the implementation of student behavior plans for the purpose of ensuring effective and safe 

student learning 

4. Communicate with teacher and professional support staff for the purpose of assisting in evaluating 

progress and/or implementing IEP objectives 

5. Assist teacher in the delivery of planned education programs, including the operation of computers and 

digital technologies, and implements individual student or small group programs or demonstrations 

6. Photocopy all documents relating to the upcoming year’s student intake that may be flagged as possible 

IEP students and remind staff of existing IEPs 

 

Learning Enhancement Classes 

1. Monitor students during assigned periods for the purpose of maintaining a safe and positive learning 

environment 

2. Maintain instructional materials and/or manual and electronic files/records (e.g. lessons, attendance, 

teaching supplies, etc.) for the purpose of ensuring accountability and availability of items, providing written 

reference, and/or meeting mandated requirements 
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General Administrative 

1. Perform clerical tasks (e.g. copies, filing, etc.) for the purpose of helping the teacher get instructional 

materials ready 

2. Assist with record keeping and archiving of student and Learning Enhancement Centre records using 

correct procedure 

3. Drive the administrative requirements of applications to ISV for funding requirements. This includes 

scanning of documents into PDF format, renaming them and ensuring their correct storage so they are 

available for uploading to VIT with applications when required 

4. Coordinate, gather and collate necessary 10 weeks of data necessary for NCCDSSD funding. Arrange for 

the archiving of this information. 

5. Attend meetings and in-service presentations for the purpose of acquiring and/or conveying information 

relative to job functions 

6. Perform other related duties as assigned for the purpose of ensuring the efficient and effective 

functioning of the work unit 

7. Maintain a Current Working with Children Check 

 

 


