
 

 SUNNYVALE SCHOOL DISTRICT 
            June 2018 
 
CLASS TITLE:  CAMPUS ASSISTANT 
 
BASIC FUNCTION: 
 
Under the direction of an assigned supervisor, perform a variety of routine clerical duties in support 
of an assigned middle school office; assist a certificated teacher in reinforcing instruction to 
individual or small groups of students in a classroom or other learning environment; maintain order, 
safety and security; support student compliance with school and District policies and regulations. 
 
ESSENTIAL DUTIES: 
 
Perform a variety of routine clerical duties in support of an assigned middle school office; duplicate 
and distribute various materials; initiate and receive telephone calls; greet and assist visitors.  
 
Tutor individual or small groups of students, reinforcing instruction as directed by the teacher; 
monitor and oversee student work in various subjects.  
 
Provide classroom support to the teacher by setting up work areas and displays, operating equipment, 
and distributing and collecting paper, supplies and materials; confer with teachers concerning lesson 
plans and materials to meet student needs.  
 
Observe and support student behavior expectations in the classroom and during outdoor activities 
according to approved procedures.  
 
Observe students during passing periods between classes, lunch and break periods; assure timely 
return of students to class.  
 
Promote student safety according to established guidelines and intervene as necessary; advise 
students of consequences of violation of rules; document student behavior referrals.  
 
Support the health and safety of students by following health and safety practices and procedures; 
maintain learning environment in a safe, orderly and clean manner.  
 
Support school and District rules, regulations and policies for the safety and security of students, 
staff and property; report unusual activities or unauthorized persons on campus to appropriate 
personnel.  
 
Operate a variety of classroom and office equipment including a computer, copier, paper cutter and 
laminator.  
 
Attend and participate in parent conferences and a variety of meetings as assigned. 
 
Perform related duties as assigned. 
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KNOWLEDGE AND ABILITIES: 
KNOWLEDGE OF: 
Child guidance principles and practices. 
Safe practices in classroom and playground activities.  
Basic subjects taught in District schools, including mathematics, grammar, spelling, language and 
reading. 
Basic instructional methods and techniques. 
Correct English usage, grammar, spelling, punctuation and vocabulary.  
Classroom procedures and appropriate student conduct. 
Operation of standard office and classroom equipment. 
Oral and written communication skills. 
Interpersonal skills using tact, patience and courtesy. 
Basic record-keeping techniques.  
 
ABILITY TO: 
Perform a variety of routine clerical duties in support of an assigned middle school office.  
Assist with instruction and related activities in a classroom or assigned learning environment. 
Tutor individual or small groups of students as directed by the teacher. 
Support student compliance with school and District policies and regulations. 
Learn, interpret, apply and explain laws, rules and regulations.  
Understand and follow oral and written directions. 
Observe situations and accurately determine an effective course of action. 
Establish and maintain cooperative and effective working relationships with others. 
Communicate effectively both orally and in writing. 
Monitor, observe, support, and report student behavior and progress according to approved policies 
and procedures. 
Operate standard office and classroom equipment. 
Observe health and safety regulations. 
Maintain routine records. 
 
EDUCATION AND EXPERIENCE: 
Possess a high school diploma and an AA degree from an accredited college or university, or 48 
semester units from an institute of higher education, or have demonstrated knowledge of Language 
Arts, Mathematics and the Ability to Assist in Instruction (Test).  
Experience performing clerical duties and working with children in an organized setting. 
 
WORKING CONDITIONS: 
 
ENVIRONMENT: 
Indoor and outdoor environment. 
Seasonal heat and cold or adverse weather conditions.  
Constant interruptions. 
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PHYSICAL DEMANDS: 
Dexterity of hands and fingers to operate a computer keyboard. 
Hearing and speaking to exchange information. 
Standing for extended periods of time. 
Walking over rough or uneven surfaces. 
Bending at the waist, kneeling or crouching to assist students. 
Seeing to read a variety of materials and monitor student activities. 
Hearing and speaking to exchange information. 
Reaching overhead, above the shoulders and horizontally. 
Ability to lift up to 25 pounds. 
 
HAZARDS: 
Possible fights and confrontations. 
 
TERMS OF 
EMPLOYMENT: Salary and terms of employment are described in the Agreement between 
    Sunnyvale School District and California School Employees Association. 
 
EVALUATION: Performance of this job will be evaluated in accordance to Agreement between 
    Sunnyvale School District and California School Employees Association.  


