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DISTRICT SCHOOL BOARD OF PASCO COUNTY 
Job Description 

Salary Schedule: 
School Related Personnel 

21B 

Number of Work Days as Contracted   
Daily Work Hours:  7.0 

FLSA Status - Nonexempt 

 
JOB GOAL:  Responsible for organizing and implementing an approach to creating and/or 
expanding Community-Based Work Experience (CBWE) and career exploration activities for 
significantly disabled students; provide employment services to students needing assistance 
developing appropriate work skills, attitudes, behaviors and work tolerance to plan for and achieve 
successful post high school employment 
 

REQUIRED QUALIFICATIONS: 
1. At least 18 years of age 
2. High school graduate or equivalent (SACS requirement) 
3. Appropriate, valid Florida driver’s license for vehicle(s) driven and meets all other district 

conditions for transporting students 
 

DESIRED QUALIFICATIONS: 
1. College training in area 
2. Previous experience with ESE students 
3. Knowledge of community resources (e.g., agencies and local employers) 

 
KNOWLEDGE, SKILLS, AND ABILITIES: 

1. Ability to communicate effectively with all stakeholders in written and oral form, including 
electronic media, using positive interpersonal skills 

2. Ability to establish and maintain collaborative working relationships with all stakeholders 
3. Ability to organize, prioritize, manage and carry out duties efficiently and within 

established timeframes 
4. Demonstrate knowledge of Fair Labor Standards Act and Pasco Job Preparation Program 

guidelines 
 
REPORTS TO:  Special Populations Coordinator or designee 
 
SUPERVISES:  Not Applicable 
 
PERFORMANCE RESPONSIBILITIES: 
 
Vocational Rehabilitation Outreach 

1. Educate and provide students with a disability an opportunity to apply for Division of 
Vocational Rehabilitation (DVR) services (i.e., taking students to transition fairs, attending 
parent/student meetings, and attending TIEP and other student specific meetings, etc.) 

 
 

PARAPROFESSIONAL (EMPLOYMENT ASSISTANT) 
 

 



Created October 20, 2009 

2. Communicate accurate knowledge of subject matter in a comprehensible manner using 
language and style appropriate to the individual 
 

Procurement 
1. Communicate and collaborate with the DVR counselor regarding student services and 

activities 
2. Ensure each student referred to apply for DVR services meets appropriate criteria 
3. Provide students referred and the parent(s)/guardian(s) information and a 

referral/application for DVR services and other appropriate agencies 
 
Student Management 

1. Contact employers and build networks to develop and/or identify work experiences 
2. Follow up with the employer and the student to promote Community-Based Work 

Experiences (CBWE) 
3. Provide worksite consultation to identify barriers to employment, when appropriate 
4. Negotiate worksite accommodations based on student needs 
5. Assist the student with identifying worksites and arranging transportation to the worksite 
6. Provide travel training to community worksites as needed 
7. Refer students to worksites for potential work experiences 
8. Conduct assessment activities, as appropriate 
9. Provide work experience to the required number of students 
10. Ensure that, by the end of the school year, all students that participated in a work 

experience during the school year are referred to appropriate agencies 
11. Complete and submit all required forms and reports required by the VR Third Party 

Cooperative Agreement and district 
12. Report to the supervising teacher on a regular basis 
13. Provide assistance to students as needed 

 
Other 

1. Continue professional growth through meetings, attend workshops, visit related facilities, 
read related literature, and exchange ideas with other staff members 

2. Perform other duties as assigned 
 

 


