ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT

44811 NORTH SIERRA HIGHWAY  LANCASTER, CA  93534

POSITION: PUPIL SERVICES TECHNICIAN
CLASS DEFINITION:
Under supervision, to perform clerical and technical work of average difficulty and to do other work as required.

EXAMPLES OF DUTIES:
Compose, type, and file correspondence, reports, forms, requisitions, and minutes of counselor meetings.  Operate computers for word processing and SASI information and queries and operate typewriter.  Input data to counselors’ conference files.  Maintain and update files of testing data.  Provide Eureka instruction and assistance. Prepare student registration packages.  Register and give orientation to new students.  Develop new student cum files. Maintain a check of student’s progress toward graduation, including review of transcripts, senior checks, and senior check letters. Prepare and coordinate local scholarship information by announcing in school bulletin, processing applications, sign ups, etc. (under counselor supervision).  Organize, prepare and mail invitations; reproduce and organize scholarship data sheets for local scholarships.  Aid counselors in preparing and presenting Senior Awards Night.  Reproduce, advertise, distribute, and collect information for national scholarship programs. Supervise and schedule activities in the Career center.  Provide for group use of Career Center.  Disperse college information including college applications, financial aid forms, SAT and PSAT applications.  Help coordinate PSAT administration.  Coordinate guest speakers from colleges, military, community organizations and trade schools.  Organize and coordinate ASVAB Testing Program with recruiters.  Complete college recommendations under counselors’ supervision.  Organize and disperse Youth of the Month applications, coordinate counselor or administrator attendance at Youth of the Month luncheons.  Coordinate and facilitate Student Study Team meetings by preparing all necessary paperwork.  Prepare all records and paperwork for placement in Alternate Programs (Adult Ed Placement, Opportunity Referrals, and Independent Study Referrals).  Attend Student Study Team meeting to take minutes.  Aid counselors in helping 9th graders to fill out tentative 4-year plans.  Coordinate paperwork and appointments for At-Risk Student Conferences.  Perform clerical duties for Summer Guidance program.  Perform any other related duties as assigned necessary to operate the total school program.  Screen phone calls to give assistance and information or to direct to proper authority.

DESIRABLE QUALIFICATIONS:
Experience:
Minimum of two years clerical experience.  School experience desired but not required.

Education:
Completion of 12th grade; some college work preferred.

Knowledge of:
Modern office methods including typing, filing, and IBM computer.

Ability to:
Type with reasonable speed and accuracy; Xerox; perform general clerical work including filing; complete assigned tasks without immediate supervision; use proper English, spelling and punctuation; operate common office machines; understand and follow oral and written instructions; establish and maintain cooperative working relations with the public and school employees.

REQUIRED TO:
Hold and maintain a valid California Motor Vehicle Operator’s License, proper insurance and a good regarding the tasks assigned to this classification.  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.

REQUIRED TO:
Hold and maintain a valid California Motor Vehicle Operator’s License, proper insurance and a good regarding the tasks assigned to this classification.  Submit to fingerprint testing through the California Bureau of Justice and/or the Federal Bureau of Investigation.

DIRECTION OVER:

Guidance clerk

SUPERVISION FROM:

Administrative Supervisor

