




• Represent the District to business and industry
• Operate a personal computer to enter data, verify and maintain records, and generate reports.
• Establish and maintain cooperative and effective working relationships with others.
• Communicate clearly and effectively both orally and in writing.
• Communicate clearly and effectively.
• Meet schedules and timelines.
• Work confidentially with discretion.

Physical Abilities: 

Normal Office Environment: 

• The employee is regularly required to sit at a workstation for extended periods of time and
to stand upright and forward flexing, for intennittent periods of time, and interact with
students frequently.

• Requires near visual acuity to read written materials and computer screens.
• Requires sufficient hearing and speech ability for personal and telephone conversations.

• Requires sufficient hand-eye and finger dexterity to write, use a keyboard, mouse, or other
pointing devices.

• Requires the ability to reach (from low, level, and overhead) to file, access files, and move
supplies and equipment up to 25 pounds.

Education and Experience: 

Any combination equivalent to an associate degree in business administration, human resources, social 
science, or related field and a minimum of two (2) years job-related experience. 

Licenses and Certificates: 

Requires a valid driver's license. 

Working Conditions: 

Nonna) office environment. Work is perfonned indoors where minimal safety considerations exist. 
Position requires periodic travel to other college locations and area community organizations and 
businesses. 

CONDITIONS OF EMPLOYMENT 

This job/class description describes the general nature of the work performed, representative duties as well 
as the typical qualifications needed for acceptable performance. It is not intended to be a complete list of 
all responsibilities, duties, work steps, and skills required of the job. 

A full-time, 12-month, classified position. Indexed to placement on the classified salary schedule at 
range 21. 
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