
Springfield Public Schools
Certified Occupational Therapy Assistant - Part-Time - Administration Building

(18-19 C1005)

JOB POSTING

Job Details

Title Certified Occupational Therapy Assistant - Part-Time - Administration Building

Posting ID 18-19 C1005

Description Springfield Public Schools seeks outstanding candidates for the position of Part-Time Certified
Occupational Therapy Assistant (COTA). The COTA assists in the implementation of intervention services
under the guidance of a licensed occupational therapist and works with students identified with having
disabilities that interfere with their ability to fully participate in their educational programs, including daily
life activities.

The COTA works under the guidance of the Occupational Therapist (OT). Using the OT’s evaluation
results and under their direction, the COTA plans and carries out activities and interventions to meet
student/child needs. The COTA consults with the OT and other departmental staff regarding student
progress, care and maintenance of equipment and supplies. The OT defines the level of guidance required
in the work environment according to state licensing board standards. This position reports to an
Administrator in Special Programs and may work in multiple school settings, including elementary, middle,
high, and alternative programs. This posting is Open Until Filled.

Essential Functions
1. Supports and assists the OT’s evaluation of students’ abilities through a variety of functional,

behavioral, and standardized assessments, observations, data collection, checklists and
interviews with family, student, and educational personnel.

2. Contributes to the development of individualized occupational therapy (OT) intervention
3. Participates in planning and program development with the instructional team.
4. Based on the intervention plan, selects and implements therapeutic interventions to enhance

student performance.
5. Based on the intervention plan, adapts the process and modifies the environment, including

equipment and materials.
6. Explains intervention techniques to student and educational personnel.
7. Continuously monitors student progress, effects of intervention techniques, and the need for

continuation, modification, or removal of services, and communicates this information to the OT.
8. Documents OT intervention services and maintains administrative records in accordance with

state guidelines and school policy.
9. Contributes information to multi-disciplinary teams.

10. Maintains inventory of therapeutic equipment and projects needs for budget planning.
11. Manages time well and performs other duties as assigned.

Required Knowledge, Skills and Abilities
1. Successful experience in working with culturally diverse families and communities, or have

otherwise demonstrated a commitment to strengthening engagement of a diverse community.
2. Able to work with and lead students in groups and individual activities.
3. Able to work collaboratively and effectively with staff, students, parents, volunteers, and

community members.
4. Ability to select, adapt, and sequence relative strategies and purposeful activities that support

intervention goals.
5. Skill in effective oral and written communication.
6. Ability to prepare and maintain accurate records and progress notes, using office and computer

equipment, standard software, and student information system software.
7. Ability to protect the confidentiality of student information, consistent with Federal Educational

Rights and Privacy Act requirements.

Minimum Qualifications
1. Successful completion of an associate’s degree in an Occupational Therapy Assistant program
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2. Meet state license/certification requirements
3. Current First Aid and CPR certification

Shift Type Part Time

Salary Range Range 13 / Hourly

Location SPECIAL PROGRAMS

Applications Accepted

Start Date 06/08/2018
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