ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT VACANCY ANNOUNCEMENT # 99-00-63

POSITION: COORDINATOR OF VOLUNTEER SERVICES 
CLASS DEFINITION: Under the immediate supervision of the Principal or his/her designee.

EXAMPLES OF DUTIES: Is responsible for identifying the volunteer needs at the school site, the development of a job description for each position identified; developing a volunteer application; recruitment of volunteers to fill the positions identified; the development of a volunteer in-service program for the training of all volunteers; the maintenance of a log of volunteer activities and hours given by each volunteer; the creation and implementation of a volunteer recognition program, screening volunteer application and matching the volunteer with a volunteer position.  (Each volunteer is to provide a record of a recent T.B. test and other District requirements); to develop a volunteer identification badge; to develop an annual report of volunteer services provided at each school that implements the program.

DESIRABLE QUALIFICATIONS:
Experience:

One year of general clerical experience.

Education:

Completion of High School Diploma or equivalent.

Knowledge of:
Typing, filing and computer applications and have prior experience in marketing or public relations.

Ability to:

Interact with the general public, do general clerical work and work independently. Use proper English, spelling and punctuation.  Understand and follow oral and written instructions.  Ability to speak and write Spanish is very desirable.

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 Operator's License, proper insurance and a driving record satisfactory to the District's insurance company.  Pass a required physical examination and drug test.  Submit to fingerprint testing through the California Department of Justice and/or the Federal Bureau of Investigation.

SUPERVISION OVER:
None

SUPERVISION FROM:
Principal or designee.

