ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT

POSITION:

FACILITIES DEVELOPMENT TECHNICIAN – D.O.

CLASS DEFINITION:
Under the direction of the Assistant Superintendent – Administrative Services, assist in planning, coordination, and carrying out the growth plan of the District and perform related duties as assigned.

DUTIES AND RESPONSIBILITIES:
1.
Prepares reports regarding housing and commercial development activities and related matters in a timely and efficient manner.

2.
Prepares reports regarding state building fund projects and other Board approved construction activities of the District.

3.
Prepares all expenditure reports required by the state and maintains all construction payment records in district archives for future state project audits.

4.
Maintains in an accurate and concise manner maps and files of housing tracts and other growth projects within District boundaries.

5.
Assists within the District in researching and preparation of responses to developer inquiries on District projects planned or under construction as required.

6.
Assists in researching and preparation of responses to government agencies regarding environmental impact studies including all requirements of CEQA.

7.
Work with the Business Services Office staff in the maintenance and reporting of appropriate accounting and cost records.

8.
Perform complex duties related to record keeping and information storage/retrieval.

9.
May assist others in coordinating District-wide projects as assigned, including interaction with District employees, architects, contractors, vendors, developers, consultants, as well as other members of the public.

10.
Perform general clerical duties as required in relationship to the business of the Facilities Development Office of the district.

11.
Prepares needed materials as shall be required for Board approval on matters pertaining to the construction activities of the District.

12.
Performs other duties as assigned.

DESIRABLE QUALIFICATIONS:
EXPERIENCE:
Minimum three (3) years experience in clerical office work, preferably in planning, engineering, or related field.  Education beyond high school may be substituted on a year-for-year basis.  

EDUCATION:
Completion of 12th grade or equivalent.

ABILITY TO:
Operate computer including document creation and an ability to organize and format financial data, word processing, work independently without direct supervision, work with public and the development community.

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

SUPERVISION OVER:
None

SUPERVISION FROM:
Assistant Superintendent – Administrative Services

