
Academic Aide Job Description 

 

Setting:  AMES is an independent early college charter public high school hosted within Cottonwood 

High School.  AMES has a student enrollment of 500 students and a staff of 50.  Our mission is to take a 

diverse group of students and prepare them for success in college and postsecondary education 

 

Qualifications:  High School Diploma or equivalent is required.  Computer skills including excel 

spreadsheet experience.   WIDA Test Coordinator Certificate required.  Experience working with 

students helpful.  Spanish speaker preferred.     

 

Roles and Responsibilities:  

Maintain files for English Language Learners, complete state WIDA testing, provide individual support 

for students, communicate with parents and stakeholders, provide support and complete tasks related 

to Title I programs, support the AMES credit recovery program, and provide support for the front office 

and assist the AMES Administrators with additional tasks as needed. 

 

Compensation: Full-time (205 days) position with benefits. 

 

WIDA Testing:  

 Examine files for new 9th graders entering AMES and determine who needs WIDA testing. 

 Provide support, tracking and tutoring for ELL students. 

 Complete progress reports for ELL and Title I students 

 Complete WIDA Testing and reports 

 Adhere to FERPA standards designed to protect the privacy of student information. 

 Participate in trainings and workshops as needed.  Maintain WIDA Test Certificate. 

 

Title I: 

 Track and support Title I programs and students 

 Communicate with parents and stakeholders. 

 Provide support for yearly reports and audits. 

 Be student’s advocate within the school and a liaison between parents and teachers. 

 

English Language Learners (ELL): 

 Provide support for students and parents. 

 Provide translation services (Spanish) for parents. 

 Create plan for graduation and credit recovery with the counselors if needed. 

 Serve as the liaison between parents and the teachers. 

 Provide test and assessment accommodations. Coordinate language proficiency testing. 

 Prepare compliance reports for the Utah State Board of Education 

 Support the M.E.S.A. afterschool program. 

 Create the ELL newsletter: The Archer 



Academic Aide: 

 May provide support for Math Lab and Chemistry Lab. 

 May work directly with math teachers supporting CPM math program. 

 Will provide support to the front office planning awards banquet and senior banquet. 

 Will work with Dean of Student to provide credit recovery services. 

 Will be an advisor/mentor for AMES club (s) 

 Provide support/translation for registration and Parent/Teacher conferences 

 Will participate in Freshman House 

 Will serve as a proctor for ACT/PSAT and other state assessments 

 


