ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT

44811 SIERRA HIGHWAY, LANCASTER, CA 93534

POSITION: GUIDANCE CLERK

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 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 competes a wide variety of clerical work of average difficulty in the Guidance Office and does other work as required.

EXAMPLES OF DUTIES: 

Initiates and answers telephone calls, makes appointments, greets callers and furnishes desired information or assistance.  Refers callers to proper authority or arranges appointments.  Maintains files; prepares reports; types and composes letters.  Distributes mail; compiles information and prepares reports including absence lists; operates word processor or computer terminal and operates duplicating equipment.  May compile purchase requisitions and back up material for payment.  Processes student class schedule changes, administers pre-registration test, prepares student registration and scholarship information.  Maintains foster home student records.  Enters student information in SASI system.

DESIRABLE QUALIFICATIONS:

Experience:
One or more years of clerical experience.

Education:
Completion of 12th grade or equivalent.

Knowledge of:
Modern office methods including typing, filing, common office machines and computer terminal, SASI program and word processing programs.  

Ability to:
Type with reasonable speed and accuracy; do general clerical work; work accurately with account numbers; use proper English, spelling and punctuation; operate common office machines and computer terminal; understand and follow oral and written instructions; establish and maintain cooperative working relations with others.

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 (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 Operators License and a driving record satisfactory to the District's insurance company.  Must pass a required physical examination.  Submit to fingerprint testing through the California Bureau of Justice and/or the Federal Bureau of Investigation.

SUPERVISION OVER:
None

SUPERVISION FROM:
Administrative Supervisor

