ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT
POSITION:    COMMUNITY OUTREACH COORDINATOR

CLASS DEFINITION:

Under limited supervision, plans, organizes and coordinates the daily activities of the Community Center.  Serves as a liaison between the school, home, and community agencies and provides assistance to schools and families.   

EXAMPLE OF DUTIES:

Responsible for the daily operation of the Community Center including greeting and assisting the public.  Responsible for accessing and monitoring community resources.   Responsible for scheduling and coordinating workshops with outside organizations to be offered to students, parents, and community members.   Responsible for organizing community outreach projects.  Responsible for coordinating and contacting the media regarding press releases for community projects and workshops.  Responsible for coordinating use of facilities for the Community Center.  Responsible for inventory and purchase of supplies and equipment as needed to maintain the functionality of the Community Center.  Responsible for maintaining computerized database of workshops offered (invitations, confirmations, cancellations,  attendees, etc.).   Responsible for training and working with parents on use of computers. Serves as a liaison between the school, home, and community agencies and provides assistance to schools and families regarding community resources available.  Assists students and staff with attendance matters which may include home visitations.  Develop and coordinate community resource contacts and maintain information systems on resources available for use by District personnel, parents, and families.  Prepare and present oral and written reports as necessary.  Participate in meetings at local schools to determine students’ special needs.  Perform other related duties as referred.

DESIRABLE QUALIFICATIONS: 

Experience:
One or more years of clerical experience.  Previous broad, varied and increasingly responsible experience in clerical or volunteer work, preferable in the field of community organizations.

Education:
Minimum completion of 12th grade or equivalent required.

Knowledge Of:
Modern office methods and equipment,  typing, filing, computers, SASI and other attendance programs.  

Ability To:
Work without supervision.  Effectively perform a variety of complex technical and clerical and computer related activities.  Type with reasonable speed and accuracy.  Operate common office machines and computer terminal. Learn quickly and maintain current knowledge with respect to new technologies through district provided training.  Perform mathematical computation.  Must have excellent verbal and written English skills when communicating with parents and staff on both the telephone and in-person.  Spanish is desirable.  Understand and follow oral and written instructions. Train others (staff and community) about computers, organizations, and community needs. Maintain cooperative working relationships with other personnel, faculty, students, parents, and community members.  Author reports and correspondence as necessary. 

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 push and/or pull equipment weighing up to 20 pounds.  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 audio-visual 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 and drug test.  Submit to fingerprint testing through the California Bureau of Justice and/or Federal Bureau of Investigation.

SUPERVISION OVER:
None

SUPERVISION FROM:
Administrative Supervisor

SALARY:

Range 38, Step 1  ($2409.00 per month)  

HOURS:
8 hours per day, 11 months per year.  

Hours are flexible and may include evenings and Saturdays.

