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CERTIFIED OCCUPATIONAL THERAPIST ASSISTANT (COTA) 
Job Overview 
The job of Certified Occupational Therapist Assistant (COTA) was established for the purpose/s of providing 
educationally related occupational therapy services to students suffering from a variety of cognitive, emotional and/or 
physical illnesses or disabilities according to the student’s Individualized Education Plan and under the direction of the 
Occupational Therapist. 
 
This job reports to the Occupational Therapist/Student Support Services Director. 
 
 
Essential Functions 

• Adapts school and classroom environment, tools and materials under the supervision of the Occupational 
Therapist for the purpose of improving student functioning and facilitating student access to curricular and 
instructional activities. 

• Assists Occupational Therapist with assessing students' fine motor, and development skills (e.g. oral motor, 
sensory integration, motor planning, developmental function, activities of daily living, fine motor function postural 
tone, etc.) for the purpose of determining their deficits and developing recommendations. 

• Attends meetings and workshops (e.g. IEPs, training, team meetings, conferences, meetings with outside 
agencies, etc.) for the purpose of conveying and/or receiving information, including best practices for school OT 
delivery 

• Consults with occupational therapists, physical therapists, speech therapists, teachers, educational assistants, 
families, etc. for the purpose of providing requested information, reviewing/revising students’ occupational 
therapy goals/objectives, developing plans for services and/or making recommendations to implement goals. 

• Implements therapeutic activities and instructs students, teachers, parents and other involved persons (e.g. 
positioning, adjusting special equipment, etc.) for the purpose of providing appropriate care to students and/or 
supporting the student’s IEP plan for use in the classroom. 

• Maintains files and/or records in cooperation with the Occupational Therapist (e.g. progress reports, activity logs, 
etc.) for the purpose of documenting activities and/or ensuring an up-to-date trail for compliance with various 
state, federal, and administrative regulations. 

• Maintains treatment equipment and supplies in clean and proper working conditions for the purpose of 
implementing motor/therapy goals. 

• Prepares written materials (e.g. activity logs, progress notes, reports, memos, etc.) for the purpose of 
documenting activities, providing written references, and/or conveying information. 

• Presents information (e.g. student performance data, clinical feedback, etc.) for the purpose of communicating 
information, gaining feedback and ensuring adherence to established internal controls. 

• Provides direct occupational therapy services to students according to IEP goals for the purpose of ensuring 
compliance with established practices and procedures. 

• Provides services at multiple work sites for the purpose of providing therapy and assistance as required. 
• Provides training, consultation, and instruction to teachers on the use of adaptive devices and equipment for the 

purpose of ensuring such devices are used safely and optimal benefits are achieved. 
• Research resources and methods (e.g. intervention and treatment techniques, assessment tools and methods, 

community resources, etc.) for the purpose of determining the appropriate approach for addressing students' 
functional goals. 

• Transports a variety of items (e.g. puzzles, games, assistive devices, assessment tools, etc.) for the purpose of 
ensuring the availability of materials required for therapy sessions. 

• Troubleshoot problems with assistive devices (e.g. computer technology, etc.) for the purpose of ensuring that 
equipment is in proper working order and/or providing alternative strategies. 

 
 
Other Functions 

• Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of 
the work unit. 
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Working Environment 
The usual and customary methods of performing the job's functions require the following physical demands: significant 
lifting, carrying, pushing, and/or pulling; some climbing and balancing; frequent stooping, kneeling, crouching, and/or 
crawling; and significant fine finger dexterity. 
 
Generally, the job requires 30% sitting, 55% walking, and 15% standing.  
 
The job is performed under conditions with exposure to risk of injury and/or illness. 
 
 
Qualifications 
Minimum experience: Job related experience is required. 
 
Minimum education: Community College and/or Vocational School degree with study in job related area. 
 
 

Required Testing:  Required Certificates and/or Licenses:  FLSA Status: 
None Specified  Certified by the National Board of Certification 

in Occupational Therapy  
Valid Driver’s License & Evidence of Insurability 

 

 Non-Exempt 

Continuing Education/Training:  Clearances:  Employee Type: 
None Specified  Criminal Justice Fingerprint/Background 

Clearance 
 

 Classified 
 
 
 

 
Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not discriminate 
on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected veteran status, or any other 

characteristic protected by federal, state or local laws in its policies, or in the admission of, access to, treatment, or employment in its 
programs, services, or activities. 


