ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT VACANCY ANNOUNCEMENT #11-12-15

44811 NORTH SIERRA HIGHWAY LANCASTER, CALIFORNIA 93534

POST:  SEPTEMBER 14, 2011    CLOSE: SEPTEMBER 22, 2011  4:00 PM

ANTICIPATED VACANCY
 * * TRANSFERS ONLY**     POSITION: BILINGUAL SECRETARY II (AVHS)
                Final vacancy assigned subject to change due to transfer.

TRANSFER INFORMATION: Employees who wish to transfer to any school in the district are requested to submit a District Classified Transfer Request form to the Personnel Services Office by the deadline date for application 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 supervision, perform secretarial and clerical duties for supervisors; to relieve the supervisor of administrative detail; and to do other clerical work as required.

EXAMPLES OF DUTIES: Type letters, memoranda, reports and other material from copy or rough draft; make routine checks and comparisons of reports or records for compliance with specific requirements.  Ability to work with and supervise students as required.  Operate all standard office machines; deals courteously and tactfully with parents, public, teachers, and students.  Answer telephones, makes appointments for administrators. Assists non-English speaking parents and students with communication during meetings, registration and with other staff members.  Translates documents written in Spanish or other needed language.

DESIRABLE QUALIFICATIONS:

Bilingual:

Fluent in English and Spanish or other needed language

Experience:

Two years clerical work.

Education:

Completion of 12th grade including courses in related business subject.

Knowledge of:

Modern office methods, filing methods, adding machine, typewriter technique, good receptionist



and telephone technique, good English and Spanish or other  needed language usage, with 



spelling, grammar and punctuation. 

Ability to:

Ability to type 45 wpm accurately, use standard office machines; meet public and work with students effectively.  Communicate effectively in both oral and written forms of English and Spanish or other needed language.

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

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.  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 climb slopes, stairs, steps, ramps and ladders.  Able to lift up to 20 pounds.  Able to carry up to 20 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 operate office machines and equipment in a safe and effective manner.  Able to demonstrate manual dexterity necessary to operate calculator, typewriter, and/or computer keyboard at the required speed and accuracy.
SUPERVISION OVER:
Students

SUPERVISION FROM:
Administrative supervisor

HOURS:

8 hours per day, 11 months  (months subject to change due to transfer)

SALARY:

Range 32, Step 1 ($2704.26 per month)

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
