ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT VACANCY #00-01-03

44811 NORTH SIERRA HIGHWAY, LANCASTER, CA  93534

POST:  JULY 11, 2000   CLOSE: JULY 24, 2000, 4:00 P.M.   TEST: July 25, 2000 4:15 P.M.

SCHOOL-T0-CAREERS SPECIALIST 

Vacancy dependent upon continued program funding.

CLASS DEFINITION: Under limited supervision, is responsible for coordinating technical tasks of the Antelope Valley Union High School District K-14 School-to-Careers grant including: surveys, data bases, meetings, and special events.  Assists the Director of School-to-Careers with implementation of the AVUHSD K-14 School-to-Careers grant.

EXAMPLES OF DUTIES: Responsible for:  coordinating, conducting, and compiling data from teacher, student, and employer surveys;  creating and maintaining various data bases for the School-to-Careers office;  coordinating meetings and social events,  scheduling facilities, mailing agendas and notices, and taking and publishing minutes; ordering supplies, coordinating equipment needs, guest speaker contracts, invitations, and programs;  completing purchase requisitions, personnel requests and timesheets for the above activities.  Perform other duties as assigned to support the School-to-Careers staff in meeting the objectives of the AVUHSD K-14 School-to-Careers grant.

DESIRABLE QUALIFICATIONS:

EXPERIENCE:
Minimum of three years experience.  Previous broad, varied and increasingly responsible experience in clerical work, preferable in the field of student services.

EDUCATION:

Minimum completion of 12th grade or equivalent required.

KNOWLEDGE OF:
Modern office methods and equipment, including microcomputers, data  management, storage and retrieval systems, Microsoft Word, Excel, Access, and Powerpoint.

ABILITY TO:  Work without close supervision.  Effectively perform a variety of complex technical, clerical, 

and computer related activities.  Learn quickly and maintain current knowledge with respect to new 

technologies through District provided training.  Perform mathematical computation.  Author reports and 

correspondence as necessary.  Must have excellent verbal and written English skills when 

communicating with students, staff, parents, and employers on both the telephone and in-person.  

Maintain cooperative working relationships with staff, faculty, students, and parents.

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.

REQUIRED TO: Hold and maintain a valid California Motor 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 the Federal Bureau of Investigation.

OVER

SUPERVISION OVER:

None

SUPERVISION FROM:

Administrative Supervisor

HOURS:
8 Hours/ 12 Months (Vacancy dependent upon continued program funding).

SALARY:
Range 35, Step 1 

REGISTRATION AND TESTING INFORMATION: All qualified applicants interested in this position must register at the Personnel Office at the above address.  You must register to take the CODESP ROP & Student Employment Training Technician and School to Careers Specialist Exam by the closing date listed on this announcement.  Late registrations will not be accepted.  All applicants must register to take this exam.  This Examination will be held July 25, 2000, at 4:15 p.m. at Antelope Valley Union High School District Office Boardroom, 44811 North Sierra Highway, Lancaster CA.  Late entries will not be allowed. Candidates will be contacted by phone for further interview/testing, and at that time will be required to fill out a complete classified employment application.  Be advised that any falsification and/or omission of information may be sufficient cause for immediate termination.  This would include failure to report any crime convictions.

If you require a special accommodation per the American with Disabilities Act in order to take this exam, please contact the Personnel Office immediately at (661) 948-7655 ext. 203 or 247.

The Antelope Valley Union High School District is committed to offering an employment 

and educational environment free from discrimination with respect to sex, race, color, 

religion, national origin, ethnic group, age, marital status, physical or mental disability 

or any other unlawful consideration.

EQUAL OPPORTUNITY EMPLOYER David J. Vierra, Assistant Superintendent Personnel

