ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT VACANCY ANNOUNCEMENT #11-12-41

44811 SIERRA HIGHWAY, LANCASTER CA 93534 

POST:  JANUARY 19, 2012     CLOSE: JANUARY 27, 2012 3:00 p.m.  

ANTICIPATED VACANCY
**IN-DISTRICT ONLY**  POSITION:  Bilingual Instructional Aide (LnHS)
Final vacancy subject to change due to transfers

            POSITIONS CONTINGENT UPON CONTINUED FUNDING 

TRANSFER INFORMATION:  Employees who wish to transfer to any school in the District are requested to submit a Classified Transfer Request to the Personnel Services Office by the closing date listed on this announcement. Transfer requests for school locations other than the one announced will be considered in the event an opening is created at the desired school in the process of filling this announced vacancy.

CLASS DEFINITION: Under immediate supervision of classroom teacher and does other clerical duties as required.

EXAMPLES OF DUTIES:  Tests Limited English Proficient students for ESL placement.  Assists in attendance procedures such as taking roll, issuing passes, etc.  Assists with grading papers, recording grades.  Does typing and other clerical work as requested.  Keeps records of students' progress and prepares reports for District Office.  Attends parent and staff meetings.  Assists in translating core material, may be asked to support other offices by translating for parents, students, etc.

DESIRABLE QUALIFICATIONS:

Bilingual:
Fluent in Spanish and English

Experience:
One year general clerical experience.

Education:
Completion of 12th grade or equivalent.

Knowledge of:
LAS tests, typing, filing and modern office methods.

Ability to:
Translate and communicate accurately in Spanish and English.  Do general clerical work use English, spelling and punctuation; understand and follow oral and written directions; give direct instructions to students; establish and maintain cooperative working relationships with others.

PHYSICAL ABILITIES: Visual ability to read handwritten or typed documents, and the display screen of various office equipment and machines.  Able to conduct verbal conversation in English, and other designated language.  Able to hear normal range verbal conversation (approximately 60 decibels).  Able to sit, stand, stoop, kneel, bend and walk.  Able to sit for sustained periods of time.  Able to kneel or squat for extended periods of time.  Able to climb slopes, stairs, steps, ramps and ladders.  Able to lift 40 pounds frequently, and 50 pounds occasionally.  Able to carry up to 40 pounds frequently, and 50 pounds occasionally.  Able to push and pull objects weighing up to 40 pounds.  Able to exhibit full range of motion for shoulder external rotation and internal rotation.  Able to exhibit full range of motion for shoulder abduction and adduction.  Able to exhibit full range of motion for elbow flexion and extension.  Able to exhibit full range of motion for shoulder extension and flexion.  Able to exhibit full range of motion for back lateral flexion.  Able to exhibit full range of motion for hip flexion and extension.  Able to exhibit full range of motion for knee flexion.  Able to demonstrate manual dexterity necessary to operate a computer and other classroom equipment in a safe and efficient manner.

REQUIRED TO: Hold and maintain a valid California Motor Vehicle Operator’s License, proper insurance and a driving record satisfactory to the District.  Pass a required physical examination and drug test.  Submit to fingerprint testing through the California Bureau of Justice and/or the Federal Bureau of Investigation.

SUPERVISION OVER:
None

SUPERVISION FROM:
Administrative Supervisor 

SALARY:

Range21/27, Step 01 (Range 21 - $13.98 hourly. Range 27-w/certificate or AA degree or above - $15.14 hourly) 

HOURS:

3.5 hours per day, 10 months per year 

AVUHSD employees interested in this position must sign-up for testing

at the Personnel Services Department by the deadline date.

The Antelope Valley Union High School District is committed to offering an employment and educational environment free from discrimination with respect to race, color, national origin, ancestry, religious creed, age, marital status, pregnancy, physical or mental disability, medical condition, veteran status, gender,  actual or perceived sexual orientation, 
or any other unlawful consideration.

EQUAL OPPORTUNITY EMPLOYER,  Mark A. Bryant, Assistant Superintendent, Personnel Services

