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POSITION TITLE:  ESS Assistive Technology Assistant DIVISION: Instructional Services 

WORK YEAR: 9 Months DEPARTMENT: ESS 

LOCATION: CES or as assigned SALARY SCHEDULE: SSSS/MBSS 

 

DEFINITION: 

The ESS Assistive Technology Assistant supports the Speech Department of PUHSD by designing 
and preparing communication systems, therapy and instructional materials to meet the needs of 
students with disabilities; performs related duties as assigned. 

 

ESSENTIAL FUNCTIONS: 

1. Based on rough drafts, notes, or verbal instructions from the Speech Language Pathology 
staff, designs, produces and maintains a supply of low-tech communication systems, therapy 
and instructional materials. 

2. Produces picture communication systems, therapy and instructional materials using 
appropriate hardware and software. 

3. Determines appropriate format for the development of original therapy and instructional 
materials, plans and organizes assigned projects to meet specified time lines; maintains 
master copies of materials developed. 

4. Generates, complies, maintains records on and follows-up on purchase orders generated by 
the Speech Department. 

5. Maintains and inventories all Speech Department files and equipment such as evaluation 
forms, testing materials, resource books, switches, augmentative communication devices, 
computers and computer software, and all other resource information relating to the Speech 
Department. 

6. Maintains accurate inventories of communication devices, office equipment, testing and 
evaluation materials, and books and all resources of the Speech Department; issues and 
maintains inventory control over issued items; delivers and picks up equipment as needed. 

7. Assists the ESS technology educator and SLPs in acquiring low tech and high tech equipment 
for students with disabilities. 

8. Collaborates with outside agencies in meeting assistive technology equipment needs of 
students with disabilities. 

9. Maintains the work area in an orderly manner. 

10. Attends staff and other meetings as directed. 
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QUALIFICATIONS: 

1. High school diploma or GED.  College-level classes in computer technology preferred. 

2. Two years of experience and knowledge in working with hardware and software appropriate 
for the work assignment. 

3. Knowledge of District and program policies and procedures as they pertain to ESS programs 
preferred. 

4. Knowledge of instructional materials (e.g., AAC devices) for special needs students, such as 
non-verbal or unintelligible students. 

5. Independently produces instructional materials based on direction from collaborative team of 
speech and language pathologists and teachers. 

6. Ability to plan and organize projects and meet timelines. 

7. Ability to maintain records, compile reports, type accurately at a rate required to accomplish 
duties effectively, and operate a variety of office machines. 

8. Ability to establish and maintain cooperative work relationships with those contacted in the 
course of work. 

9. Two or more years of clerical experience preferred. 

10. Valid Arizona driver license. 

 

SUPERVISION RECEIVED: 

Director of Exceptional Student Service Programs or designee. 

 

SUPERVISION GIVEN: 

None 
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