ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT ANTICIPATED VACANCY ANNOUNCEMENT #11-12-18
44811 NORTH SIERRA HIGHWAY  LANCASTER, CALIFORNIA 93534


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



* *TRANSFERS ONLY * *                     
Anticipated Vacancy

     
            POSITION:  INTERMEDIATE CLERK (EHS)
                                                                        
  Final vacancy 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 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, performs general clerical duties following established routines.

EXAMPLES OF DUTIES:  Answers phone and makes appointments; sorts and maintains files; greets and waits on public and students; types letters and other memoranda; prepares reports and posts information on standardized forms; operates word processor or computer terminal; and other duties as assigned.

DESIRABLE QUALIFICATIONS:

Experience:

One-year general clerical experience.

Education:

Completion of 12th grade or equivalent.

Knowledge of:

Modern office methods, typing, filing, and duplicating machines.

Ability to:

Do general clerical work. Use good English, spelling, punctuation.  Understand and follow oral and written directions.  Establish and maintain cooperative working relationship with others.

PHYSICAL ABILITY: Visual ability to read hand written 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 (approxi​mately 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.

REQUIRED TO: Hold and maintain a valid California Motor Vehicle Operator's License and a driving record satisfactory to the District's insurance company.  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:


Range 26, Step 1 $2583.10 per month 
HOURS:


8 hours per day/ 12 months per year 




(hours and months subject to change due to transfer)

Final vacancy may be filled from the Clerical Employment Eligibility List

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, Asst. Supt. Personnel Services

