
 

 
 

Park Academy 
Job Description 

 
Job Title: School Support Staff  
Reports To: Head of School 
FLSA Status: Non-exempt 
 
Summary:  Park Academy is a small private non-profit school in Lake Oswego that serves 
students in grades 3-12 with dyslexia and other language-based learning differences. Our mission 
is to empower students with diverse learning challenges to reach their highest potential of 
giftedness, while excelling academically and becoming responsible citizens and community 
leaders.  
 
Seeking an organized, detailed-oriented individual to provide administrative and instructional 
support. This is a full-time position, Monday-Friday from 9 a.m.-5:30 p.m. Candidates will interact 
directly with parents, students, staff and visitors on a daily basis. 
 
Duties and Responsibilities include the following.  Other duties may be assigned. 
 

1. Assist the Executive Assistant with reception duties by greeting guests, adhering to visitor 
protocols, answering telephone calls, etc. for approximately 3 hours per day. 

 
2. Coordinate school volunteers in conjunction with the Assistant Head of School, including 

creating and communicating volunteer opportunities, tracking volunteer hours and 
assisting with events when necessary. 

 
3. Coordinate, oversee, and supervise morning break and lunch snack bar. This includes 

planning food choices, communicating with parents and students, physically running the 
snack bar, supervising students in the lunch area, taking orders on special food days, and 
keeping track of student accounts. 

 
4. Provide supervision, in conjunction with a credentialed teacher, for the afterschool 

program for students in grades 3-8. This includes direct student supervision, keeping 
appropriate attendance records, and planning structured activities for participants. 

 
5. Occasional attendance at evening events may be required. 

 
 
 



 

Minimum Qualifications: 
1. Must possess an A.S./A.A. or higher 
2. Must have a valid Oregon driver’s license and automobile insurance 
3. Experience working in a school environment preferred 
4. Must have an excellent command of the English language and be able to communicate 

in a professional, courteous, and articulate manner verbally and in writing 
5. Proficiency in Microsoft Office and/or Google Suite required 
6. Must be able to pass a background check  
7. First Aid/CPR certification is preferred but can be obtained 

 
Physical Demands: 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to use hands; talk; and 
hear. The employee is frequently required to stand; sit; and reach with hands and arms. The 
employee is occasionally required to walk. The employee must occasionally lift and/or move up to 
20 pounds. Specific vision abilities required by this job include close vision, distance vision, 
peripheral vision, and depth perception.  
 
Work Environment: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is occasionally exposed to outdoor weather 
conditions.  
 
The noise level in the work environment is usually moderate. 
 
APPLICATION GUIDELINES/CONTACT: 

• Hourly wage commensurate with experience ranging from $15-20 per hour. 
• Full medical plan and 401K 
 

Applications can be submitted directly to Fawn Morris, Executive Assistant via email at 
fmorris@parkacademy.org. For inquiries, you may reach Ms. Morris at 503.594.8777. 
 
Park Academy is an equal opportunity employer, committed to developing an organization that is 
reflective of and sensitive to the needs of the diverse community we serve. The office does not 
discriminate on the basis of race, color, religion, gender, sexual orientation, gender identity, 
national origin, age, genetic information, disability, or uniformed service. We invite members of all 
diverse communities to apply. 
 


