
Greenfield Union School District 
Job Description  

Certified Personnel 
Teacher on Special Assignment 

 
Job Description:  
The Teacher on Special Assignment serves outside the classroom setting for short term 
assignment as determined by the needs of the district ad specified by the Superintendent. 
Specific areas of assignment could include, but are not limited to, teacher support, student 
support, or program development. The Teacher on Special Assignment receives all 
compensation and benefits, accumulated sick leave, and seniority as any other member of 
the certificated unit. 
 
Reports To:  Assistant Superintendent, Educational Services 

 
 
Supervises:  None 
 
Essential Functions of the Position:   

1. Works with teachers, students or administration in support of student achievement. 
2. Prepares reports. 
3. Uses carious office machines including personnel computer and related software. 
4. Established record keeping Systems. 
5. Gives information and develops resources for a variety of stuff, teachers, parents, 

students, or administrators.  
6. May oversee a specific budget. 

 
Typical Duties and Responsibilities:  
The following tasks are essential for this position. In this position the employee may not 
perform all of these duties, or may perform similar related tasks not listed here. 
 

1. Provides workshops and designs professional development plans. 
2. Mentors and coaches teachers. 
3. Models instruction for teachers. 
4. Writes reports and participates in grant writing as needed or necessary. 
5. Attends school, district, and county office of education in assigned areas. 
6. Represents the district at county office of education in assigned areas. 
7. Attends professional development activities. 
8. Makes presentations to the district Management Team, Board of Trustees, school or 

district councils and committees as needed or required. 
9. Originates purchase orders for assigned area. 
10. Conducts program evaluation. 
11. Performs other related duties as required. 
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Qualification:  

 Possess a valid California Teaching Credential. 
 Classroom teaching experience. 
 Good organizational ability. 
 Excellent communications skills. 
 Expertise and knowledge of appropriate instructional methodologies. 
 Demonstrated ability to work cooperatively with administration, staff, parents, and 

community. 
 

Physical requirements: 
 Ability to see for purpose of reading policies and printed materials. 
 Ability to demonstrate mental acuity in the performance of job related duties and 

interactions with students and adults. 
 Ability to understand speech at normal levels in person or on the telephone. 
 Ability to communicate so others will be able to understand a normal conversation n 

person or on the telephone. 
 Ability to operate necessary equipment including computers and computer software 

with dexterity. 
 Ability to occasionally lift/carry supplies, materials and equipment weighing up to 

ten pounds. 
 Ability to sit at a desk or stand for long periods of time. 
 Ability to bend, crouch, kneel at files, push/pull file drawers, equipment and 

supplies reach in all directions, and work at a computer or other standard school 
equipment. 
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