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Type or input data at an acceptable rate of speed.
Understand and follow oral and written instructions.
Meet schedules and timelines.
Demonstrate flexibility to handle changing priorities.
Maintain various records and files.
Communicate effectively both orally and in writing.
Establish and maintain cooperative and effective working relationships with others.

EDUCATION AND EXPERIENCE:
Any combination equivalent to graduation from high school and one year of experience working with
students or families in a social services or educational environment.

LICENSES AND OTHER REQUIREMENTS:
Valid California driver’s license. Maintain qualification for automobile insurance coverage. Possession of
a certificate in cardiopulmonary resuscitation (CPR), and first aid from an EMSA certified provider.

WORKING CONDITIONS:

ENVIRONMENT :
Office environment.
Constant interruptions.
Driving a personal vehicle to conduct work.

PHYSICAL DEMANDS:
Dexterity of hands and fingers to operate a computer keyboard.
Hearing and speaking to exchange information in person and on the telephone.
Sitting or standing for extended periods of time.
Seeing to read a variety of materials.
Bending at the waist, kneeling, or crouching to file and retrieve materials.
Lifting objects of light to moderate weight such as files and supplies.

CLEARANCES:
Criminal Justice Fingerprint /Background
Tuberculosis
Pre-placement Physical and Drug Screen
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