
JOB DESCRIPTION 

  

  

 

Inclusion Specialist 
 

REPORTS TO: Director of Early Childhood Education 

SCHEDULE: 0.5 FTE, 8am-12pm M-F with some flexibility 

WAGE: $22,500 

 

  

TO APPLY: Apply at our website, www.pjaproud.org (select “About Us,” then select 

“Employment”).  Please complete application and upload your resume and cover letter. 

  

Application materials may also be obtained by contacting the HR Department at Portland Jewish 

Academy, 6651 SW Capitol Highway, Portland, OR 97219, 503-244-0126. 

  

JOB SUMMARY: The Inclusion Specialist provides leadership and mentoring while working 

collaboratively with the early childhood classroom teachers at Portland Jewish Academy in the 

Early Childhood Program. The Inclusion Specialist works to promote optimal inclusion and 

enhance the classroom experience of children with special needs and their relationships with 

peers and teachers in the community. 

  

ESSENTIAL DUTIES (These examples represent the essential functions of the position. They are 

not, however, inclusive of all of the duties the position may perform.): 

 Conduct classroom/child observations to assist in identifying needs and potential 
supports; make recommendations to classroom teachers regarding classroom 
environments, routines and individual child support plans.  

 Interact with children, six weeks to five years of age, individually and in small groups in 
the early childhood classrooms. Model intervention and inclusion strategies for 
classroom teachers. 

 Meet with classroom teachers to support inclusive practices and to promote 
collaboration and understanding. Model intervention and inclusion strategies for 
classroom teachers. 

 Assist teachers in creating curriculum materials, environments and routines that support 
children’s individual needs and learning styles. Seek out and provide teachers with 
resources and information to support their inclusion efforts.  

 Support parents of children with special needs regarding enrollment, transitions and 
classroom placement. 

 Attend IFSP meetings and support relationships between teachers and intervention 
specialists, acting as a liaison when needed. 

 Coordinate developmental screening processes, using the ASQ and other formal and 
informal screening and observation tools. 

 Seek out necessary resources for the programs and teachers. Maintain a resource 
lending library and organize and maintain early intervention equipment. Recommend 
purchase of additional inclusion/child support materials and equipment. 

http://www.pjaproud.org/
http://www.pjaproud.org/


 Create an environment that acknowledges, encourages, and celebrates differences. 
 Function and communicate effectively (both written and verbally) and respectfully within 

the context of varying beliefs, behaviors, orientations, identities, and cultural 
backgrounds. 

 Seek opportunities to gain experience working and collaborating in diverse, multicultural, 
and inclusive setting with a willingness to change for continual improvement. 

 Help to teachers to grow in creating curriculum that is both inclusive and emergent, and 
explores varying pedagogies. 

  

QUALIFICATIONS: 

 Master’s degree in Early Intervention Special Education, Special Education, Early 
Intervention or an equivalent. 

 Two years of teaching experiences in an early childhood classrooms 
 Enrollment in the Central Background Registry of the State of Oregon, Office of Child 

Care. 
 Current certification in Infant/Child CPR and First Aid and Recognizing and Reporting 

Child Abuse 
 Three or more years of post-licensure early childhood classroom teaching experience in 

early childhood education and special education, including experience in inclusive 
settings preferred. 

 Proficiency with computer technology and software systems including: Microsoft Excel, 
PowerPoint, and Boardmaker preferred. 

 Experience with adult learning and leadership preferred. 
 Ability to work comfortably and effectively in a diverse environment. 
 Strong written and oral communication skills 
 

  

PHYSICAL REQUIREMENTS: Work is performed in an environment that is quite noisy and busy, 

and may include exposure to biological conditions including body fluids and waste, germs, and 

childhood illnesses.  Physical requirements may include lifting children or heavy items (up to 30 

pounds unassisted), bending, stooping, reaching, standing, climbing and walking. Some duties 

are performed in an office environment while sitting at a desk or working at a computer 

(sometimes for extended periods). The work requires auditory and visual acuity within normal 

limits, verbal communication ability, and dexterity to effectively use a personal computer.  

 

ABOUT OUR VISION: At PJA we value each child as an individual who learns in a multitude of 

ways. Our early childhood programs provide welcoming and inclusive settings that recognize 

children’s diverse abilities, interests, needs, and learning styles. 

 
We believe that children learn best through meaningful play, exploration, and an inquiry-based 
approach to learning. Our child-centered program integrates social and emotional development, 
cognitive skills, language and literacy, mathematical and scientific exploration, Hebrew 
language and Jewish life, art and music, and fine and gross motor development. 
 
It is our conviction that children are capable and independent, and this is reflected across all 
developmental domains. Children are encouraged to make choices, practice individual decision-
making, and develop a sense of themselves as capable and as self-advocates. Children are 
viewed as thinkers, reflecting on their world, and as empathetic individuals who care for and 
engage with their peers and contribute to the community. 



 
PJA blends several philosophies and educational theories to create a program that takes each 
child’s learning styles into consideration, while placing Jewish life at the core. Curriculum is 
created in a holistic manner and individualized to the needs of each classroom, while keeping in 
mind developmental milestones for each age group. 
 

  

  

  

PJA is an Equal Employment Opportunity Employer and welcomes applications from diverse 

candidates and candidates who support diversity. 

 


