
 

 
 

Job Title: ESL Specialist Wage/Hour Status: Exempt 

Reports To: ESL Director Pay Grade: Part-time Salaried 

 
Dept. /School: Assigned Campus Date Revised: 2/3/20 

 
Job Summary: In collaboration with the Director of ESL, this position is responsible for supporting the development 
and implementation of the district’s ESL program initiatives. Carry out highly focused, innovative, locally designed 
activities to expand and enhance existing language for English Learners. 
 
Essential Duties:  

1. Supplemental tutorials. 
2. Supplemental, intensified instructional classes in core content areas. 
3. Supplemental support in parental involvement strategies including parent conferences and frequent home 

communication, parent outreach activities, and family literacy activities. 
4. Work cooperatively with other teachers to meet needs of individual English Learners (ELs). 
5. Advise general education teachers on accommodations for ELs.  
6. Assess needs and make recommendations to order supplemental materials. 
7. Present a positive role model for students that supports the mission of the school district. 
8. Assist teachers in devising and implementing special EL instructional strategies for reinforcing skills based on 

the special needs and abilities of each child. 
9. Assist teachers with the implementation of the English Language Proficiency Standards (ELPS). 
10. Work with individuals or groups of learners to reinforce new skills initially introduced/taught by the certified 

educator. 
11. Assists in assessing the level of services to be provided to each English Language Learner (ELL) based on 

their proficiency levels. 
12. Meets regularly with Director of ESL/Foreign Languages regarding classroom practices and ongoing 

feedback.   
13. Participate in staff development training programs to improve job performance. 
14. Keeps abreast of all federal and state Title III and LEP/ EL guidelines.  
15. Maintains detailed logs of support provided to schools and attendance of professional development sessions. 
16. Display a strong ability to work independently as a self-starter with excellent time management skills. 
17. Administer the LAS Links when needed. 
18. Assist with the organization, collection, and submission of the TELPAS writing samples. 
19. Maintain accuracy when completing all district EL/LPAC forms. 
20. Fluent in the responsibilities of the LPAC process. 
21. Performs any other related duties as assigned by the Director of ESL/Foreign Languages or appropriate 

administrator. 
 

Supervisory Responsibilities: None  
Other Duties:    Maintain Time and Effort as Approved in the Title III Consolidated Application  
Equipment Used: Computer, Multimedia Equipment, and Audiovisual Equipment  
Working Conditions: Mental Demands/Physical Demands/Environmental Factors: 

• Simultaneously managing multiple projects and tasks.  

• Organizing work for many different student groups. 

• Maintain emotional control under stress. 

• Frequent standing, stooping, bending. 

• Moving small stacks of books, media equipment, desks, and other classroom equipment. 

• Collaboratively working on a team. 
 

The foregoing statements describe the general purpose and responsibilities assigned to this job description and are not an exhaustive 
list of all responsibilities and duties that may be assigned or skills that may be required. 


