ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT 44811 SIERRA HIGHWAY, LANCASTER CA 93534

PERSONNEL SERVICES (661) 948-7655  www.avdistrict.org     Announcement  # 11-12-23

POST:  OCTOBER 3, 2011    CLOSE: OCTOBER 14, 2011 3:00 PM

CLERICAL  EMPLOYMENT  ELIGIBILITY  LIST


The Antelope Valley Union High School District is conducting registration and testing for the Clerical Employment Eligibility List. The following positions are covered by this list:
        

ASB Clerk Typist



Independent Study Clerk
Guidance Clerk



Secretary I

Intermediate Clerk



Secretary II

(Includes attendance office,               

Bilingual Secretary 

 library and switchboard)
                        Senior Attendance Clerk
Intermediate Clerk Typist


Bilingual Intermediate Clerk



Coordinator of Volunteer Services

List will include all job classification titles arising from possible reclassification of the positions listed above. Job descriptions of these classifications are available by request at the Personnel Office. Hiring for these positions may be done from this exam until JAN 2012.  IF YOU DO NOT REGISTER AND TEST NOW  YOU WILL NOT 
BE CONSIDERED ELIGIBLE FOR ANY OF THE ABOVE POSITIONS.
REGISTRATION PROCEDURES: All Applicants interested in the above position must register to test by filling out a Registration Form at the Antelope Valley Union High School District Office, Personnel Services Office at the above address by the deadline above.  You will need photo identification with you in order to register.  You must register to take this exam by the deadline.  Incomplete or late registrations will not be accepted.  You will be given a registration receipt, which will list your appointed test date and time.  If you have a valid test score on file, you may request to carry it forward during the registration process by indicating the date of the exam and score in the appropriate space on the form.  You are advised to ask the Personnel Office during registration if your prior score is valid or not. You must fill out a registration form if you wish to carry forward a prior valid score. You will not be eligible if you do not register and have a valid test score on file. 

TESTING AND TEST SCORE INFORMATION:  Testing for the Campus Supervisor Eligibility List will be held at the Lancaster High School Cafeteria, 44701N. 32nd. Street West, Lancaster, by appointment.  Please see your registration receipt for your appointed test date and time. Do not lose your receipt. You must bring it with you to the exam. You must appear at the date and time designated on your registration receipt.  It is your responsibility to take this test - you will not be reminded further.  The exam will begin promptly at the time on your receipt so plan on arriving early in order to park, locate the testing arena and sign in on time.  In an effort to provide the best possible testing environment and to avoid disturbances to other exam candidates, late arrivals will not be permitted to test.  Be prompt for your examination. If you require a special accommodation per the Americans with Disabilities Act in order to take this exam, please contact the Personnel Office immediately at (661) 948-7655 Ext. 247.

Candidates from the written exam may be called for further interview/testing.  Interviews may occur as vacancies occur over the duration of the list.  If offered employment, candidates must:

1. Possess a high school diploma or equivalent.

2. Possess a valid California Drivers License, proper insurance and a driving record satisfactory to the District.

3. Possess a valid Social Security Card.

4. If recommended for employment, you must submit to fingerprint testing through the California Bureau of Justice and the Federal Bureau of Investigation, and pass a required physical exam and drug test. You will be required to pay fees for processing. 

5. If offered employment, it is the employee’s responsibility to maintain CPR, FIRST AID, or any other training certification needed.

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 

You may request full copies of all job descriptions from the AVUHS District Office or you may view online at www.avdistrict.org. 

ASSOCIATED STUDENT BODY (ASB) CLERK TYPIST  CLASS DEFINITION: Under general supervision, performs a variety of bookkeeping, accounting and clerical work, and related duties as required. EXAMPLES OF DUTIES: Orders, receives, inventories and sells student store merchandise (including snacks sold through the store).  Supervises the sales and issuance of ASB cards, stickers, snack items and other fundraising items as needed.  Sales, processing and/or distribution of student ID cards, picture packets, announcements, and activity awards as required by school site.  Assists with financial reconciliation and posting; periodic reports; prepare banking receipts; conducts inventory and maintenance of student store.  Operates standard office machines (filing, typing and copying); makes routine checks and comparisons of reports or records for compliance with specific requirements, including outside audit recommendations as applicable.  Supervises and works with students as may be required; deals courteously and tactfully with students, parents, public and employees; answers telephone; makes appointments and other related duties as required.  DESIRABLE QUALIFICATIONS: Experience: One year of experience in clerical work, bookkeeping or retail sales.  Education:
Completion of 12th grade or equivalent. Knowledge of: Bookkeeping and basic business practices, forms and terminology; modern office methods. Ability to: Operate adding and calculating machines and use applicable computer programs with speed and accuracy; do general clerical work; use proper English; use correct spelling and punctuation; understand and follow oral and written instruction; type with reasonable speed and accuracy; operate common office machines; establish and maintain effective working relationships with students and fellow workers; and work independently. PHYSICAL ABILITY: 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 and 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, proper insurance and a 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. SUPERVISION OVER:
Student Aides SUPERVISION FROM: Administrative Supervisor
INTERMEDIATE CLERK 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 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 (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. 
SECRETARY II 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.DESIRABLE QUALIFICATIONS: 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 usage,  spelling,grammar and punctuation.Ability to: Ability to type 45 wpm accurately, use standard office machines; meet public and work with students effectively. 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







