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FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Academic Advisor

BASIC FUNCTION:

Under the direction of an assigned supervisor, provide a wide range of support services related to retention and matriculation, to assist students with information and support needed to achieve educational goals.

REPRESENTATIVE DUTIES:
1. Provide a wide range of support services related to retention and matriculation, to assist students with information and support to achieve educational goals.

2. Determine degree and transfer requirements, listing course sequences, and allowing multiple options to fulfill requirements for certificates, AA degrees, and admission criteria for transfer to other educational institutions; clarify academic policies and assist students with appropriate course selection.

3. Learn, interpret, analyze and apply campus and District policies and procedures, and both State and federal regulations, to assist students; make appropriate referrals to counselors. 

4. Perform individual review of student records to determine eligibility for certificates and AA degrees; complete applications for certificates and AA degrees; explain the graduation processes and time lines; verify student progress towards completion of educational goals.

5. Review transcripts from other institutions; explain formal evaluation process; complete and submit appropriate documentation.

6. Assist with development, preparation and presentation of information, through workshops, group and individual appointments; attend and conduct a variety of meetings, conferences, and in-services; coordinate and promote campus programs and services. Attend In-Service training when subject is related to academic advising.

7. Identify students in crisis who require immediate attention, make appropriate on- and off- campus referrals, initiate and maintain on-going contact with on and off-campus referral sources.

8. Review academic records, explain to students how to comply with federal and State mandates for obtaining financial aid, financial aid extensions and veteran benefits; explain assessment and placement tests results to students; maintain student records and interview notes.

9. Review academic records of probation students; explain probation policies and procedures and make referrals to counselors and other student services.

10. Provide appropriate referral and information on available resources to faculty, staff, and students as necessary; establish and maintain effective communication with representatives from transfer institutions as appropriate.

11. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Applicable sections of the State Education Code and other applicable laws. 

2. Community College transfer processes and procedures.

3. Principles of effective interviewing and advising.

4. Educational and support service needs for diversified student populations.

5. Public speaking techniques. 

6. Oral and written communication skills. 

7. Interpersonal skills using tact, patience and courtesy. 

8. Operation of a computer and other office equipment.

9. Record-keeping techniques. 

10. Effective research techniques.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff

2. Provide a wide range of support services related to retention and matriculation to assist 

students with information and support needed to achieve educational goals.

3. Determine academic eligibility based on supporting documentation. 

4. Identify student needs and explain plans and alternatives. 

5. Maintain current knowledge of rules, regulations, requirements and restrictions. 

6. Learn, interpret, apply and explain policies, procedures, rules and regulations; comprehend when and how to make appropriate referrals. 

7. Communicate effectively both orally and in writing. 

8. Prepare and deliver oral presentations. 

9. Establish and maintain cooperative and effective working relationships with others. 

10. Maintain records and prepare reports.

11. Operate a computer and other office equipment.

12. Work independently.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree preferably in social science or related field and two years increasingly responsible experience working with student records and transcripts and involving frequent public contact.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.


PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information and make presentations.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting for extended periods of time.

DATE APPROVED: October 1999

RANGE: N-46

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Academic Scheduling Assistant

BASIC FUNCTION:

Under the direction of an assigned supervisor, performs a wide variety of technical and clerical duties with a minimum of supervision from scheduling and catalog coordinators; assist Academic Scheduling Coordinator with various reports, data collection related to assigned activities.

REPRESENTATIVE DUTIES:
1. Performs data entry for the schedule of classes and master catalog via SIS.

2. Assists in handling all room reservations and maintaining the room book.

3. Monitoring of seat counts for dual and co-listed classes to prevent over-enrollment during registration time, on a daily basis.

4. Designs and develops reports based on special projects; research and analyze topics related to the programs.

5. Prepares list of instructors for quarterly mailbox preparation.

6. Acts as a backup for the Academic Scheduling Coordinator.

7. Processes MSI's.

8. Assists in the preparation of Curriculum meetings by preparing agenda, handouts, and taking minutes.

9. Backs up the catalog coordinator in supporting the General Education Review Committee, including taking minutes and preparing agendas.

10. Maintains master course outline file, and updates course outlines after Curriculum Committee approval, including uploading to the De Anza College Intranet.

11. Acts as a backup for facilities for the Evening Coordinator.

12. Prepares lists of session tables, new classes, cancelled classes, and changes to the schedule of classes for registration purposes.

13. Assists in preparation and distribution of quarterly faculty contract letters.

14. Takes responsibility for class cancellations and posts all cancelled classes and room-change signs.

15. Operates a computer utilizing specialized and functional-related software, and a variety of office equipment.

16. Performs related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Organization rules, statistical processes, and procedures specific to the scheduling office.

2. District organization, operations, policies, and objectives.

3. College operations, policies, rules, and regulations.

4. Operation of a computer terminal and assigned software. 

5. Oral and written communication skills. 

6. Interpersonal skills using tact, patience, and courtesy. 

7. Principles of training, and providing work direction to others.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform complex analysis and reporting, typically with College-wide or District-wide reports.

3. Assist supervisor with a broad range of reports, schedules, and activities.

4. Communicate effectively, both orally, and in writing. 

5. Prepare and maintain a variety of records and reports. 

6. Work independently with little direction.

7. Interpret, apply, and explain rules, regulations, policies, and procedures.

8. Establish and maintain cooperative and effective working relationships with others. 

9. Maintain current knowledge of instructional technologies, administrative computing and office automation.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: One year experience in a related environment. 

WORKING CONDITIONS:
ENVIRONMENT:

1. Office environment.

2. Constant interruptions.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information. 

2. Dexterity of hands and fingers to operate a computer keyboard. 

3. Seeing to read a variety of materials.

DATE APPROVED: August 22, 2000

RANGE: N-42

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Academic Scheduling Coordinator

BASIC FUNCTION:

Under the direction of an assigned supervisor, perform complex analysis and reporting functions with College-wide or District-wide effect. Implement and oversee the academic scheduling function, facility scheduling, and catalog production activities; develop and analyze data and perform research and special projects for assigned area; assist managers with various reports, data and analysis related to assigned activities.

REPRESENTATIVE DUTIES:
1. Oversee and coordinate the instructional scheduling for the college; train certificated and/or classified division scheduling coordinators, division deans, and others, in the development and production of the academic schedule of classes for the college.

2. Independently perform complex analysis and reporting having College-wide or District-wide reports. 

3. Develop, oversee and coordinate catalogs and class schedules affecting college instruction, facilities, campus security, plant services, and central services.

4. Administer the program budget; determine, monitor, and control program expenditures.

5. Perform complex research assignments providing written reports, as appropriate; utilize spreadsheets and specialized software to provide graphs, charts, and tables, as needed; provide analysis and interpret results.

6. Design and develop reports based on special projects; research and analyze topics related to the program.

7. Operate a computer utilizing specialized and functional-related software and a variety of office equipment.

8. Prepare and coordinate the schedule timeline for completion and publication of the schedule of classes.

9. Serve as a lead and resource to others for data, research, special projects, schedules and other information pertaining to the program; provide training in the proper operation of the scheduling software system.

10. Participate in marketing the college and developing marketing materials.

11. Train and provide work direction to classified and casual employees in the operations, policies, and procedures of the scheduling office.

Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Organization rules, statistical processes, and procedures specific to the scheduling office.

2. Program planning and implementation.

3. Applicable sections of State Education Code and other applicable laws. 

4. District organization, operations, policies, and objectives.

5. College operations, policies, rules, and regulations.

6. Operation of a computer terminal and assigned software. 

7. Budget administration.

8. Oral and written communication skills. 

9. Interpersonal skills using tact, patience, and courtesy. 

10. Principles of training and providing work direction to others.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Coordinate and assign classes to on- and off-campus facilities including the day, evening


and weekend program.

3. Perform complex analysis and reporting typically with College-wide or District-wide


reports.

4. Participate in marketing the college and developing marketing materials.

5. Assist managers with a broad range of reports, schedules, and activities.

6. Develop and meet schedules and time lines. 

7. Communicate effectively both orally and in writing. 

8. Prepare and maintain a variety of records and reports. 

9. Work independently with little direction.

10. Interpret, apply and explain rules, regulations, policies and procedures.

11. Plan and organize work. 

12. Prepare clear and concise schedules, correspondence, reports, presentations and other


materials.

13. Establish and maintain cooperative and effective working relationships with others. 

14. Maintain current knowledge of instructional technologies, administrative, computing, and


office automation.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in a related field and two years experience in a related environment including experience in program development and implementation.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.

2. Constant interruptions.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information. 

2. Dexterity of hands and fingers to operate a computer keyboard. 

3. Seeing to read a variety of materials.

DATE APPROVED: March 1, 1999

RANGE: N-55

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Academic Services Coordinator

BASIC FUNCTION:

Under the direction of the Dean of Academic Services, take primary responsibility for a major function within the department such as facility scheduling, catalog, and/or curriculum.  Types of services provided include management and handling of data and information required for publication of catalogs and class schedules, as well provisions of real time status of scheduling and catalog activities. 

Implement and oversee complex data management processes; develop and analyze data and perform research and special projects for assigned area; assist managers and faculty with various reports, data and analysis related to assigned activities.

REPRESENTATIVE DUTIES:
1. Develop, update, maintain, and manage academic services functions, such as the course schedule, catalog, and/or curriculum.  Participate in development and implementation of new systems designed to support functions.

2. Oversee and coordinate the management of data, data input, information, and materials in academic services area ensuring accuracy.  Monitor data for accuracy and compliance with state and college regulations, schedule coding and registration rules.  Pursue resolutions to any identified problems. 

3. Provide technical assistance, guidance, and support to division representatives, division administrative assistants, and faculty. Train faculty and/or division staff, division deans, and others.

4. Prepare, update, maintain, and manage materials and information required to support activities.  Maintain effective communication with appropriate members of the college community regarding activities.

5. Direct the use and maintenance of a computerized system designed to support academic services functions.

6. Perform complex research assignments, providing reports as appropriate; utilize spreadsheets and specialized software to provide graphs, charts, and tables, as needed; provide analysis and interpret results. Independently perform complex analysis and reporting with considerable accountability.

7. Respond to inquiries and requests for information from faculty, students, state agencies, the community, and other colleges. 

8. Work closely with college ETS department to create and/or run reports from data management systems. Establish appropriate parameters for reports and provide detailed reports to management, faculty and/or staff.

9. Serve as a lead and resource to others for data, research, special projects, schedules, catalog and other information pertaining to Academic Services.  

10. Serve on related committees as assigned.  Advise, consult, communicate and assist committees with weekly agendas, minutes and materials packets.

11. Participate in marketing the college and developing marketing materials.

12. Train and provide work direction to classified and casual employees in the operations, policies and procedures of Academic Services.

13. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Organization rules, statistical processes, and procedures specific to academic services.

2. Data management systems and desktop interface as well as word processing applications and other applications used for report presentations such as Excel and PowerPoint. 

3. Applicable sections of State Education Code and other applicable laws. 

4. District and college organization, operations, policies and objectives.

5. Interpersonal skills using tact, patience and courtesy. 

6. Principles of training and providing work direction to others.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Evaluate complex sets of data and information, coordinate implementation of results and communicate results with individuals within and without the department. 

3. Perform complex analysis and reporting typically with College-wide or District-wide reports.

4. Communicate effectively both orally and in writing including development of training materials and public presentations.

5. Work independently with little direction.

6. Interpret, apply and explain rules, regulations, policies and procedures.

7. Plan and organize work; developing an following complex schedules and timelines

8. Establish and maintain cooperative and effective working relationships with others. 

9. Maintain current knowledge of data management systems, administrative computing and office automation.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in a related field and two years experience in a related environment including experience in program development and implementation.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.

2. Constant interruptions.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information. 

2. Dexterity of hands and fingers to operate a computer keyboard. 

3. Seeing to read a variety of materials.

DATE APPROVED: February 2006

RANGE: 55

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Accountant

BASIC FUNCTION:

Under the direction of an assigned supervisor, perform a variety of professional accounting work in the analysis, maintenance and auditing of financial and accounting records for assigned accounts, centers or programs; analyze and prepare financial statements, reports, accounts and records of revenues and expenditures.

DISTINGUISHING CHARACTERISTICS:
The Accountant is a professional-level class responsible for a variety of accounting tasks in the analysis and development of finance statements and reports.  The Senior Accountant performs high-level professional accounting tasks and auditing work in the analysis of financial reports and development of special financial projects at the District-level.

REPRESENTATIVE DUTIES:
1. Perform a variety of professional accounting tasks in the analysis, maintenance and auditing of financial and accounting records for assigned accounts, centers and programs.

2. Analyze, verify and prepare financial statements, reports, accounts and records of expenditures and revenues; enter information into appropriate computerized system; make recommendations regarding the findings; maintain related files.

3. Prepare cash and check deposits; review account codes, input entries and review daily cash reports.

4. Prepare a variety of financial reports including income statements, balance sheets, budgets and other reports; review daily reports against cash and credit card receipt batches; prepare sales tax reports.

5. Assure the proper balance of accounts payable and accounts receivable; audit and process payment requests; reconcile bank accounts; print and disburse checks as appropriate.

6. Update current systems to support changes in technology.

7. Operate a computer, calculator and other office equipment.

8. Prepare and review journal entries for various departments including payroll accrual, interest from investments, bank charges, fees and credit card discounts, sales tax reclassification and other entries as assigned.

9. Communicate with various school personnel to provide accounting information and support; communicate with outside contacts regarding bank transactions and other accounting related issues. 

10. Audit and assist with physical inventory as assigned. 

11. Initiate research as necessary.

12. Review bank accounts for irregularities and make corrections as necessary.

13. Provide work direction and guidance to students or other accounting personnel.

14. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Accounting practices, procedures and terminology. 

2. Financial and statistical record-keeping techniques. 

3. Modern office practices, procedures and equipment. 

4. Operation of a computer and assigned software. 

5. General accounting, budget and business functions of a school district. 

6. Preparation of financial statements and comprehensive accounting reports. 

7. Oral and written communication skills. 

8. Interpersonal skills using tact, patience and courtesy. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform a variety of professional accounting work in the analysis, maintenance and 

auditing of financial and accounting records for assigned accounts, centers or programs.

3. Analyze and prepare financial statements, reports, accounts and records of revenues and


expenditures.

4. Maintain accurate financial and statistical records and statements. 

5. Verify, reconcile, balance, audit and adjust assigned accounts. 

6. Communicate effectively both orally and in writing. 

7. Establish and maintain cooperative and effective working relationships with others.  

8. Work independently with little direction. 

9. Plan and organize work. 

10. Meet schedules and time lines. 

11. Operate a computer and other office equipment.

Make arithmetic computations with speed and accuracy. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in accounting, finance or related field and three years experience in the preparation and maintenance of financial and accounting records.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.



PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Sitting for extended periods of time.

4. Seeing to read various materials.

5. Bending at the waist, kneeling or crouching to file various materials.

DATE APPROVED: March 1, 1999

RANGE: N-51

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Accountant, Senior

BASIC FUNCTION:

Under the direction of an assigned supervisor, perform a variety of high-level professional accounting tasks in the analysis, maintenance and auditing of accounts affecting District-wide operations. Analyze and prepare financial statements, reports and records of revenues and expenditures. Provide accounting advise and direction to other departmental accountants; communicate results of financial analysis to management and outside parties and make recommendations for appropriate action; identify problems and implement solutions; design and give direction to data services to improve the performance of computerized financial record system.

DISTINGUISHING CHARACTERISTICS:
The Senior Accountant performs high-level professional accounting and auditing work in the analysis of financial reports and development of special financial projects at the District-level.  The Accountant is a professional-level class responsible for a variety of accounting tasks in the analysis and development of finance statements and reports.

REPRESENTATIVE DUTIES:
1. Prepare and examine expenditure reports, financial statements, budget variances and reports of historical trends for program directors, management and granting agencies.

2. Plan, coordinate, implement and evaluate complex accounting projects; perform special analytical tasks as assigned by the Controller.

3. Provide technical expertise, advice and direction to other departmental accountants and personnel; serve as a liaison and support to campus accounting operations.

4. Participate in developing budgets for assigned accounts; organize and maintain general ledgers; oversee the maintenance of subsidiary ledgers.

5. Prepare year-end accruals and assure an accurate and successful annual audit.

6. Interpret federal, State and local regulations and guidelines and assure compliance with requirements; update and revise procedures as necessary.

7. Communicate with various school personnel and outside agencies to provide high-level financial analysis an ad hoc financial reports and recommendations.

8. Research, prepare and submit State and federal reports.

9. Evaluate computerized accounting system, identify problems and work with programmers to design and implement solutions.

10. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Generally accepted accounting and auditing principles, practices and procedures.

2. Financial analysis and research procedures.

3. District organization, operations, policies and objectives. 

4. State Education Code, State Budget and Accounting policies and other applicable laws.

5. Operation of a computer and related software.

6. Modern office practices, procedures and equipment. 

7. Oral and written communication skills. 

8. Technical aspects of field of specialty. 

9. Principles of supervision.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform high-level professional accounting work in the analysis, maintenance and auditing of accounts affecting District-wide operations.

3. Maintain accurate financial and statistical records. 

4. Assure compliance with applicable District policies, procedures and governmental regulations.

5. Reconcile, balance and audit records and accounts.

6. Present solutions to management level with confidence and effectiveness.

7. Oversee, review and critique the work of other accountants.

8. Interpret, apply and explain rules, regulations, policies and procedures.

9. Operate a computer and related office equipment.

10. Establish and maintain cooperative and effective working relationships with others. 

11. Analyze situations accurately, exercise sound judgment and working independently, adopt 

12. an effective course of action. 

13. Plan, coordinate, execute and evaluate solutions to complex accounting problems.

14. Meet schedules and time lines. 

15. Communicate effectively both orally and in writing. 

16. Work independently with little direction. 

17. Assign and direct the work of others.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in accounting or related field and five years increasingly responsible professional accounting.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person and on the telephone.

2. Dexterity of hands and fingers to operate a computer and related equipment.

3. Sitting for extended periods of time.

4. Seeing to read various materials.

DATE APPROVED: March 1, 1999

RANGE: N-63

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Accountant, Senior – Grants Monitor

BASIC FUNCTION:

Under the direction of an assigned supervisor, perform a variety of high-level professional accounting work in the analysis, maintenance and auditing of grant-funded accounts affecting District-wide operations.  Analyze and prepare financial statements, reports and records of revenues and expenditures. Provide accounting advise and direction to grant funded accountants; communicate results of financial analysis to management and outside parties and make recommendations for appropriate action; identify problems and implement solutions; design and give direction to data services to improve the performance of computerized financial record system.

REPRESENTATIVE DUTIES:
1. Prepare and examine grant expenditure reports, financial statements, budget variances and reports of historical trends for program directors, management and granting agencies.

2. Plan, coordinate, implement and evaluate complex accounting projects for grant funded programs; perform special analytical tasks as assigned by the Controller.

3. Provide technical expertise, advice and direction to grant funded accountants and personnel; serve as a liaison and support to campus accounting operations.

4. Participate in developing budgets for grant-funded accounts; organize and maintain general ledgers; oversee the maintenance of subsidiary ledgers.

5. Monitor purchase requisitions for compliance with regulations of the District and the granting agencies.

6. Establish grant codes.

7. Prepare budget transfers.

8. Prepare year-end accruals and assure an accurate and successful annual audit.

9. Interpret federal, State and local regulations and guidelines and assure compliance with requirements; update and revise procedures as necessary.

10. Communicate with various school personnel and outside agencies to provide high-level financial analysis an ad hoc financial reports and recommendations.

11. Research, prepare and submit State and federal reports.

12. Evaluate computerized accounting system, identify problems and work with programmers to design and implement solutions.

13. May be required to make decisions and take necessary action in non-recurring situations, which are not covered by existing District procedures.

14. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Generally accepted accounting and auditing principles, practices and procedures.

2. Financial analysis and research procedures.

3. District organization, operations, policies and objectives. 

4. State Education Code, State Budget and Accounting policies and other applicable laws.

5. Operation of a computer and related software.

6. Modern office practices, procedures and equipment. 

7. Oral and written communication skills. 

8. Technical aspects of field of specialty. 

9. Principles of supervision.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform high-level professional accounting work in the analysis, maintenance and auditing of accounts affecting District-wide operations.

3. Maintain accurate financial and statistical records. 

4. Assure compliance with applicable District policies, procedures and governmental regulations.

5. Reconcile, balance and audit records and accounts.

6. Present solutions to management level with confidence and effectiveness.

7. Oversee, review and critique the work of other accountants.

8. Interpret, apply and explain rules, regulations, policies and procedures.

9. Operate a computer and related office equipment.

10. Establish and maintain cooperative and effective working relationships with others. 

11. Analyze situations accurately, exercise sound judgment and working independently, adopt an effective course of action. 

12. Plan, coordinate, execute and evaluate solutions to complex accounting problems.

13. Meet schedules and time lines. 

14. Communicate effectively both orally and in writing. 

15. Work independently with little direction. 

16. Assign and direct the work of others.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in accounting or related field and five years increasingly responsible professional accounting.

BONDING REQUIREMENTS:

Employee shall be required to satisfy District bonding requirements.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person and on the telephone.

2. Dexterity of hands and fingers to operate a computer and related equipment.

3. Sitting for extended periods of time.

4. Seeing to read various materials.

DATE APPROVED: March 1, 1999

RANGE: N-63

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Accounting Assistant

BASIC FUNCTION:

Under the direction of an assigned supervisor, perform a variety of responsible clerical accounting duties; maintain financial, accounting and statistical records and prepare reports; review, prepare and process financial, accounting and related documents, reports and materials. 

REPRESENTATIVE DUTIES:
1. Maintain a set of financial records related to an area of clerical accounting such as accounts payable, school accounting, ASB, food services, bookstore or other assigned accounting support area.

2. Verify, balance, adjust and assure the accuracy of assigned accounts; receive, verify and audit invoices and receipts for supplies, equipment and services; contact District personnel to verify orders, receipts and signatures.

3. Collect, receipt, record and deposit monies for assigned accounts; sort and post to appropriate account; reconcile cash, receipts and statements; resolve or assist in the resolution of discrepancies and errors.

4. Review, audit and process various requests for payment.

5. Compile, process and compare financial and statistical data; verify availability of funds.

6. Prepare, maintain and file various spreadsheets, forms, lists, records, reports and other documents as assigned; input financial and statistical information into an automated accounting system.

7. Interact with vendors and District personnel to research discrepancies, correct errors, resolve problems and assist with preparation and maintenance of records and reports.

8. Provide general information in person or by telephone regarding accounting policies, procedures and practices to District employees, vendors and others.

9. Operate a variety of office equipment including typewriter, calculator, copier, computer terminal and others as assigned.

10. Attend a variety of meetings as assigned.

11. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Basic accounting practices, procedures and terminology.

2. Financial and statistical record-keeping techniques. 

3. Modern office practices, procedures and equipment. 

4. Data processing applications related to accounting functions.

5. Correct English usage, grammar, spelling, punctuation and vocabulary. 

6. Interpersonal skills using tact, patience and courtesy. 

7. Operation of a computer and assigned software.

8. Basic auditing procedures.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Apply bookkeeping and financial record-keeping principles to the maintenance of assigned accounting records.

3. Maintain financial records, review and verify data and prepare accurate reports.

4. Apply and explain rules, regulations, policies and procedures involved in assigned activities.

5. Compare numbers and detect errors efficiently.

6. Make arithmetic computations with speed and accuracy.

7. Operate a computer and other office equipment.

8. Meet schedules and time lines. 

9. Communicate effectively both orally and in writing. 

10. Establish and maintain cooperative and effective working relationships with others. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: College-level course work in accounting and two years experience in maintaining financial and statistical records.

WORKING CONDITIONS:

ENVIRONMENT:
1. Office environment.


2. Constant interruptions.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting for extended periods of time.

DATE APPROVED: March 1, 1999

RANGE: N-40

EEO-CATEGORY: H-40

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT
OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Accounts Payable Assistant

BASIC FUNCTION:

Under the direction of an assigned supervisor, receive, tabulate, review, analyze and process accounts payables in an accurate and timely manner in accordance with financial and accounting procedures; serve as liaison within and between the District and vendors; research and resolve discrepancies.

REPRESENTATIVE DUTIES:
1. Analyze, prioritize and process incoming invoices, verifying vendor and purchase order information, matching packing slips and delivery confirmation, maintaining processed invoices, matching checks with invoices and auditing and maintaining required reports.

2. Process District and Foundation check requests; prioritize incoming check requests, verify account and vendor information; maintain required reports; obtain approval for Foundation checks according to established guidelines.

3. Analyze for completeness and accuracy travel advances and trip vouchers in compliance with District policies; audit and verify relevant information and maintain accurate records.

4. Research and resolve accounting issues that surround Accounts Payable transactions such as tax problems, purchase order or invoice discrepancies, vendor reconciliation’s and audits of documentation to adequately support payment.

5. Coordinate both campus and District-wide disbursements such as campus petty cash accounts, compilation and review of procurement card activity and the oversight of "mechanized" entries into the system that affect payment in some form or manner.

6. Coordinate with vendors to improve or streamline operations.

7. Process Campus Center accounts; organize invoices, verify account numbers, verify account credit balances, input information into computerized system and maintain accurate records.

8. Review for compliance with federal regulations independent contractor requests; verify account numbers, signatures, back-up documentation and vendor information.

9. Prepare and maintain a variety of financial logs, reports and records.

10. Perform various clerical duties and analytical functions as needed.

11. Operate a computer, check signer and printer and other office equipment as assigned.

12. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Methods, procedures and terminology used in clerical accounting work. 

2. Financial and statistical record-keeping techniques. 

3. Modern office practices, procedures and equipment. 

4. Operation of a computer and assigned software.

5. Oral and written communication skills. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Receive, tabulate, review, analyze, audit and process accounts payables in an accurate and timely manner in accordance with financial and accounting procedures.

3. Serve as liaison within and between the District and vendors.

4. Research and resolve discrepancies.

5. Perform basic accounting duties in the maintenance of assigned accounts. 

6. Operate a computer and related office equipment.

7. Communicate effectively both orally and in writing. 

8. Establish and maintain cooperative and effective working relationships with others. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: College-level course work in accounting and two years experience in maintaining financial and statistical records.

 WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person and on the telephone.

2. Dexterity of hands and fingers to operate a computer and related equipment.

3. Seeing to read various materials.

4. Bending at the waist, kneeling or crouching.

DATE APPROVED: March 1, 1999

RANGE: N-40

EEO-CATEGORY: H-40

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Adaptive Physical Education Specialist

BASIC FUNCTION:

Under the direction of an assigned supervisor, participate in the coordination of the Adapted Physical Education program; facilitate faculty and staff in administering exercise programs to physically disabled students; train and provide work direction to assigned staff.

REPRESENTATIVE DUTIES:
1. Participate in the coordination of the Adapted Physical Education program.

2. Facilitate faculty and staff in administering exercise programs to physically disabled students; assist faculty in programming, monitoring and evaluating disabled students.

3. Recruit, interview, schedule, train and evaluate student assistants, student supervisors, interns and casual employees.

4. Conduct in-service training for assistants; prepare materials and demonstrate proper techniques for exercise programs; assist faculty in providing students with proper student assistants.

5. Prepare and monitor payroll budget; perform record-keeping duties as assigned.

6. Coordinate and maintain student assistant attendance records; assist with registration process as necessary.

7. Update and maintain student assistance procedures, rules and regulations; maintain current knowledge of State regulations relating to assigned program.

8. Operate a variety of exercise equipment including weights, standing frames, parallel bars, treadmill, stationary bicycle and other equipment.

9. Assist in collecting and monitoring faculty IPE processes.

10. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:

1. Anatomy and physiology terminology.

2. Adapted exercise procedures, exercise equipment operation and physical education terminology.

3. Exercise procedures and practices for specific disabilities.

4. Operation of various exercise equipment.

5. Principles of training and providing work direction to others.

6. Oral and written communication skills. 

7. Interpersonal skills using tact, patience and courtesy. 

8. Record-keeping techniques. 

9. Basic instructional practices.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Assist faculty and staff in administering proper exercise programs to the physically disabled.

3. Train and provide work direction to assigned staff.

4. Conduct in-service training for assistants.

5. Plan a budget and maintain budgetary controls.

6. Operate a variety of exercise equipment.

7. Communicate effectively both orally and in writing. 

8. Establish and maintain cooperative and effective working relationships with others. 

9. Maintain records and prepare reports. 

10. Meet schedules and time lines. 

11. Plan and organize work. 

12. Work independently with little direction. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in physical education or related field and two years adapted physical education experience.

WORKING CONDITIONS:

ENVIRONMENT:
1. Indoor and outdoor work environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate exercise equipment.

3. Seeing to monitor students.

4. Lifting moderately heavy objects.

5. Bending at the waist, kneeling or crouching to assist students.

DATE APPROVED: March 1, 1999

RANGE: N-46

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Administrative Assistant I

BASIC FUNCTION:

Under the direction of an assigned supervisor, perform a variety of secretarial and administrative duties, including taking full responsibility for a number of specific administrative tasks.  

DISTINGUISHING CHARACTERISTICS:
The Administrative Assistant I performs one or more of the general clerical and administrative services essential to the operation of the program and/or department. Administrative Assistant I has operational responsibilities for the support services, as well as responsibility for providing staff assistance. The Administrative Assistant II performs a variety of activities involved in functional reporting, scheduling, special projects and a broad range of administrative tasks. The Senior Administrative Assistant performs more complex analysis and reporting typically with College-wide or District-wide reports.

REPRESENTATIVE DUTIES:
1.
Perform a variety of administrative activities as directed by an assigned manager.

2.
Prepare and monitor reports based on special projects; research and analyze topics related to assigned program; develop and analyze data.

3.
Organize and direct an assigned part of a program or activity on an on-going basis; lead others as necessary to accomplish program or functional objectives.

4.
Serve as a resource to others for data, research, special projects, schedules and other information pertaining to the assigned area.

5.
Operate a computer utilizing standard and functional-related software and a variety of office equipment.

6.
Provide clerical support to one or more aspects of a program reporting to an assigned administrator to resolve issues, provide reports, and assure program objectives and policies are properly implemented; coordinate daily operations.

7.
Maintain records regarding assigned activities; coordinate schedules, integrate activities with other parties-at-interest and schedule facilities; maintain confidential records.

8.
Assist students, parents and others regarding eligibility forms; provide information to the public; interact with broad constituencies to coordinate, facilitate and communicate assigned activities.

9.
Participate in and oversee financial records; monitor budgets.

10. Design and write promotional materials, correspondence, reports and other documentation.

11. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1.
Organization, rules, regulations and programs related to an assigned office or function.

2.
Applicable sections of State Education Code and other applicable laws. 

3.
District organization, operations, policies and objectives. 

4.
Operation of a computer terminal and data entry techniques. 

5.
Financial and statistical record-keeping techniques. 

6.
Basic budget monitoring and control.

7.
Modern office practices, procedures and equipment. 

8.
Telephone techniques and etiquette. 

9.
Correct English usage, grammar, spelling, punctuation and vocabulary. 

10.
Interpersonal skills using tact, patience and courtesy. 


ABILITY TO:

1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2.
Perform a variety of administrative and program support activities.

3.
Develop and analyze data.

4.
Perform complete segments of an assigned program or function.

5.
Perform research and special projects for assigned area.

6.
Implement and oversee program or task elements related to assigned function.

7.
Assist managers with a broad range of reports, schedule and activities.

8.
Analyze situations accurately and adopt an effective course of action. 

9.
Compose independently or from oral instructions letters, memos, or other materials.

10.
Read, interpret, apply and explain rules, regulations, policies and procedures. 

11.
Maintain records and prepare reports. 

12.
Communicate effectively both orally and in writing. 

13.
Meet schedules and time lines. 

14.
Add, subtract, multiply and divide quickly and accurately. 

15.
Establish and maintain cooperative and effective working relationships with others. 

16.
Work confidentially with discretion. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in a related field and one year of related work experience.

LICENSES AND OTHER REQUIREMENTS:
Some positions in this class may be required to speak, read and write in designated

Second language.

WORKING CONDITIONS:

ENVIRONMENT:

1.
Office environment.

2.
Constant interruptions.


PHYSICAL ABILITIES:

1.
Hearing and speaking to exchange information in person or on the telephone. 

2.
Dexterity of hands and fingers to operate a computer keyboard. 

3.
Seeing to read a variety of materials.

4.
Standing for extended periods of time. 

5.
Lifting, carrying, pushing or pulling light objects. 

6.
Reaching overhead, above the shoulders and horizontally. 

7.
Bending at the waist, kneeling or crouching. 

DATE APPROVED: March 1, 1999

RANGE: N-42

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT
OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Administrative Assistant II

BASIC FUNCTION:

Under the direction of an assigned supervisor, perform a variety of administrative and program support activities. Develop and analyze data; perform complete segments of an assigned program or function; perform research and special projects for assigned area; implement and oversee program or task elements related to assigned function; assist managers with a broad range of reports, schedule and activities.

DISTINGUISHING CHARACTERISTICS:
The Administrative Assistant II performs a variety of activities involved in functional reporting, scheduling, special projects and a broad range of administrative tasks.  The Senior Administrative Assistant performs more complex analysis and reporting typically with College-wide or District-wide reports.

REPRESENTATIVE DUTIES:
1. Perform a variety of complex administrative and program support activities as directed by an assigned manager.

2. Prepare and monitor reports based on special projects; research and analyze topics related to assigned program; develop and analyze data.

3. Organize and direct an assigned part of a program or activity on an on-going basis; lead others as necessary to accomplish program or functional objectives.

4. Serve as a resource to others for data, research, special projects, schedules and other information pertaining to the assigned area.

5. Operate a computer utilizing standard and functional-related software and a variety of office equipment.

6. Operate one or more aspects of a program reporting periodically to an assigned administrator to resolve issues, provide reports, and assure program objectives and policies are properly implemented; train others as assigned; coordinate daily operations.

7. Maintain records regarding assigned activities; coordinate schedules, integrate activities with other parties-at-interest and schedule facilities; maintain confidential records.

8. Assist students, parents and others regarding eligibility forms; provide information to the public; interact with broad constituencies to coordinate, facilitate and communicate assigned activities.

9. Participate in and oversee financial records; monitor budgets.

10. Design and write promotional materials, correspondence, reports and other documentation.

11. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Organization, rules, regulations and programs related to an assigned office or function.

2. Applicable sections of State Education Code and other applicable laws. 

3. District organization, operations, policies and objectives. 

4. Operation of a computer terminal and data entry techniques. 

5. Financial and statistical record-keeping techniques. 

6. Basic budget monitoring and control.

7. Modern office practices, procedures and equipment. 

8. Telephone techniques and etiquette. 

9. Correct English usage, grammar, spelling, punctuation and vocabulary. 

10. Interpersonal skills using tact, patience and courtesy. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform a variety of administrative and program support activities.

3. Develop and analyze data.

4. Perform complete segments of an assigned program or function.

5. Perform research and special projects for assigned area.

6. Implement and oversee program or task elements related to assigned function.

7. Assist managers with a broad range of reports, schedule and activities.

8. Analyze situations accurately and adopt an effective course of action. 

9. Compose independently or from oral instructions letters, memos, or other materials.

10. Read, interpret, apply and explain rules, regulations, policies and procedures. 

11. Maintain records and prepare reports. 

12. Communicate effectively both orally and in writing. 

13. Meet schedules and time lines. 

14. Add, subtract, multiply and divide quickly and accurately. 

15. Establish and maintain cooperative and effective working relationships with others. 

16. Work confidentially with discretion. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in a related field and three years related work experience.

LICENSES AND OTHER REQUIREMENTS:

Some positions in this class may be required to speak, read and write in a designated second language.
WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.

2. Constant interruptions.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person or on the telephone. 

2. Dexterity of hands and fingers to operate a computer keyboard. 

3. Seeing to read a variety of materials.

4. Standing for extended periods of time. 

5. Lifting, carrying, pushing or pulling light objects. 

6. Reaching overhead, above the shoulders and horizontally. 

7. Bending at the waist, kneeling or crouching. 

DATE APPROVED: March 1, 1999

RANGE: N-46

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Administrative Assistant, Senior

BASIC FUNCTION: 

Under the direction of an assigned supervisor, perform complex analysis and reporting typically with College-wide or District-wide reports. Develop and analyze data; perform complete segments of an assigned program or function; perform research and special projects for assigned area; implement and oversee program or task elements related to assigned function; assist managers with a broad range of reports, schedule and activities.

DISTINGUISHING CHARACTERISTICS:
The Administrative Assistant II performs a variety of activities involved in functional reporting, scheduling, special projects and a broad range of administrative tasks.  The Senior Administrative Assistant performs more complex analysis and reporting typically with College-wide or District-wide reports.

REPRESENTATIVE DUTIES:
1. Perform more complex analysis and reporting typically with College-wide or District-wide reports.

2. Coordinate activities of an entire campus for an assigned part of the instructional day; resolve a full range for issues pertaining to a variety of administrative aspects of campus events, activities and programs; coordinate with faculty and other staff.

3. Develop and coordinate catalogs and schedules affecting College classrooms and programs.

4. Analyze, plan and coordinate activities related to an assigned program or activity; monitor budget and grants.

5. Perform complex research assignments providing written reports and utilizing spreadsheets and sophisticated software to provide graphs, charts and tables; provide analysis and interpret results.

6. Prepare and monitor reports based on special projects; research and analyze topics related to assigned program; develop and analyze data.

7. Organize and direct an assigned part of a program or activity on an on-going basis; lead others as necessary to accomplish program or functional objectives.

8. Serve as a resource to others for data, research, special projects, schedules and other information pertaining to the assigned area.

9. Operate a computer utilizing standard and functional-related software and a variety of office equipment.

10. Operate one or more aspects of a program reporting periodically to an assigned administrator to resolve issues, provide reports and assure program objectives and policies are properly implemented; train others as assigned; coordinate daily operations.

11. Maintain records regarding assigned activities; coordinate schedules, integrate activities with other parties-at-interest and schedule facilities.

12. Assist students, parents and others regarding eligibility forms; provide information to the public; interact with broad constituencies to coordinate, facilitate and communicate assigned activities.

13. Participate in and oversee financial records; monitor budgets.

14. Design and write promotional materials, correspondence, reports and other documentation.

15. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Organization, rules, regulations and programs related to an assigned office or function.

2. Applicable sections of State Education Code and other applicable laws. 

3. District organization, operations, policies and objectives. 

4. Operation of a computer terminal and data entry techniques. 

5. Financial and statistical record-keeping techniques and analysis. 

6. Budget and grant monitoring and control.

7. Modern office practices, procedures and equipment. 

8. Telephone techniques and etiquette. 

9. Correct English usage, grammar, spelling, punctuation and vocabulary. 

10. Interpersonal skills using tact, patience and courtesy. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform complex analysis and reporting typically with College-wide or District-wide reports.

3. Coordinate activities of an entire campus for an assigned part of the instructional day.

4. Perform a variety of administrative and program support activities.

5. Develop and analyze data for reports and catalogs and schedules affecting College classrooms and programs.

6. Perform complete segments of an assigned program or function.

7. Perform research and special projects for assigned area.

8. Implement and oversee program or task elements related to assigned function.

9. Assist managers with a broad range of reports, schedule and activities.

10. Analyze situations accurately and adopt an effective course of action.

11. Compose independently or from oral instructions letters, memos, or other materials.

12. Read, interpret, apply and explain rules, regulations, policies and procedures. 

13. Maintain records and prepare reports.

14. Communicate effectively both orally and in writing. 

15. Meet schedules and time lines. 

16. Add, subtract, multiply and divide quickly and accurately. 

17. Establish and maintain cooperative and effective working relationships with others. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in a related field and five years related work experience.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment

2. Constant interruptions


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person or on the telephone. 

2. Dexterity of hands and fingers to operate a computer keyboard. 

3. Seeing to read a variety of materials. 

DATE APPROVED: March 1, 1999

RANGE: N-52

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Admissions and Records Assistant

BASIC FUNCTION:

Under the direction of an assigned supervisor, assist the public and students by distributing materials and providing information regarding admissions and records policies and procedures; process records, register students, create, maintain and store transcripts, collect and enter grades.

REPRESENTATIVE DUTIES:
1. Greet visitors and answer the telephone; provide requested materials or give information on applications, registration, programs and courses available.

2. Prepare and mail applications, registration materials, catalogs and other materials.

3. Register students, review completed forms for accuracy, completeness and compliance with established rules and guidelines and under pressure of deadlines; process student applications. 

4. Receive payments, including checks and credit, debit and other types of payment cards.

5. Process program changes; adds, drops and withdrawals.

6. Process group registrations for foreign students and high school students.

7. Retrieve and process transcripts according to established procedures.

8. Receive and review applications and forms related to benefits as assigned; verify student eligibility for benefits and prepare reports; prepare correspondence in response to inquiries; maintain knowledge of benefit regulations and notify concerned students of changes.

9. Collect and enter final grades, process grades for transcripts; process grade changes; proof and correct errors.

10. Operate a variety of office equipment including a computer as assigned.

11. Secure office and equipment in evening hours.

12. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF:

1. Basic functions and operations of an admissions and records office.

2. Cashiering skills.

3. Basic policies and objectives of assigned program and activities. 

4. Modern office practices, procedures and equipment.

5. Reception and telephone techniques.

6. General clerical and record-keeping techniques.

7. Interpersonal skills using tact, patience and courtesy. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Provide information and assistance students and others concerning admissions and records.

3. Perform cash receiving duties.

4. Type at an acceptable rate of speed.

5. Operate a variety of office equipment including a computer.

6. Understand and follow oral and written directions.  

7. Communicate effectively both orally and in writing.

8. Learn and apply the rules and regulations of the assigned office.

9. Establish and maintain cooperative relations with students, faculty and the public.

10. Prepare, process and review admissions and records forms and records.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: College level course work and two years of general clerical experience involving extensive public contact.

WORKING CONDITIONS:

ENVIRONMENT:
1. Office environment. 

2. Constant interruptions.


PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information in person or on the telephone. 

2. Seeing to read a variety of materials.

3. Dexterity of hands and fingers to operate a computer keyboard. 

4. Sitting for extended periods of time. 

5. Bending at the waist, kneeling or crouching.

DATE APPROVED: September 2005

RANGE: N-41

EEO-CATEGORY: H-40

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT
OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Admissions and Records Coordinator

BASIC FUNCTION:

Under the direction of an assigned supervisor, coordinate day-to-day activities of the Admissions and Records office; coordinate the work of assigned personnel.

REPRESENTATIVE DUTIES:
1. Coordinate clerical work of the Admissions and Records office; schedule and assign work; establish priorities and adjust assignments to assure timely completion.

2. Provide technical direction and information on issues pertaining to the interpretation of admissions and records guidelines and policies; research, interpret and clarify admissions and records policies as requested.

3. Provide information to faculty and other staff regarding procedures for recording and reporting attendance and grades; provide information and guidance to staff regarding interpretation and enforcement of guidelines, policies and legal requirements.

4. Coordinate the registration of students as assigned; Assist with interviewing, hiring and assigning temporary registration personnel; organize procedures, materials, equipment and traffic flow for registration.

5. Coordinate the preparation and distribution of a variety of reports and records.

6. Oversee the collection and security of enrollment fees and other monies according to established procedures.

7. Operate a variety of office equipment as assigned.

8. Attend and participate in conducting a variety of meetings to receive and provide information.

9. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF:

1. Regulations, policies, Educational Code and other requirements related to admissions and registration.

2. Specialized functions, activities and operations of an assigned student services area. 

3. Interpersonal skills using tact, patience and courtesy.

4. Correct English usage, grammar, spelling, punctuation and vocabulary.

5. Principles of training and providing work direction. 

6. Oral and written communication skills.

7. Record-keeping techniques.

8. Operation of office machines including computer equipment.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Coordinate the day-to-day activities of a college admissions and records office.

3. Provide specialized assistance and information to students and others concerning student services areas. 

4. Interpret, apply, explain and assure compliance with applicable policies, rules and regulations.

5. Communicate effectively both orally and in writing.

6. Analyze situations accurately and adopt an effective course of action.

7. Maintain records and prepare reports.

8. Establish and revise priorities of clerical work and office activities.

9. Establish and maintain cooperative and effective working relationships with others.

10. Meet schedules and time lines.

11. Work confidentially with discretion.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in business or related field and two years experience working in an admissions office.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.

2. Constant interruptions.


PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting or standing for extended periods of time.

DATE APPROVED: November 8, 1999

RANGE: N-46

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Allied Health and Nursing Specialist

BASIC FUNCTION:

Under the direction of an assigned supervisor, perform a variety of specialized administrative and student services duties in support of the Allied Health and Nursing programs.

DISTINGUISHING CHARACTERISTICS:
The Allied Health and Nursing Specialist performs specialized duties in support of a primary functional area within the Allied Health and Nursing Departments. 

REPRESENTATIVE DUTIES:
1. Perform a variety of specialized administrative and student services duties in support of the Allied Health and Nursing programs.

2. Interview, assess and screen potential program applicants according to established program guidelines; assist in the development and coordination of student intake procedures; coordinate the collection of documents and recommend eligibility for programs; facilitate communication between participants, academic divisions, Financial Aid and others.

3. Provide counselors, academic advisors, and students with accurate and current information regarding courses taken at other colleges and universities.

4. Research and evaluate transfer coursework from domestic colleges and universities for course equivalency and to assure accordance with ACE guide recommendations; research and review foreign reference manuals to determine accreditation and transfer of credit; research and review college catalogs and microfiche to compare course descriptions and syllabi to College courses.

5. Prepare governmental/accreditation agency reports and respond to inquiries concerning academic standards/standings, course completions, degrees, certificates received and final state licensure as appropriate.

6. Input, retrieve and maintain records on a computerized system for the collection of statistical data for the programs and other program reports; assist in developing and coordinating computer programs for reports, label generation and other program needs. 

7. Develop and maintain an evaluation databases to respond to student inquiries and track completed and pending evaluations and admissions or non-admission to programs; maintain database of all student requirements such as course work, immunization, testing, and other related requirements for entry into and continuation in the programs. 

8. Evaluate student completion of courses for externships, internships and preceptorships; track curriculum approvals, changes, impacts on course equivalencies and accreditation processes; communicate with appropriate agencies and colleges.

9. Coordinate, develop and participate in recruitment and outreach activities to increase enrollment of potential Allied Health and Nursing students; assist with development, preparation, and presentation of information through outreach and recruitment events and on an individual student basis; attend and conduct a variety of meetings, conferences and in-services; coordinate and promote allied health and nursing programs and services.  

10. Participate in developing promotional activities and literature such as videos, newsletters, brochures, flyers, and public announcements.

11. Compose correspondence requiring knowledge of Allied Health and Nursing policies, Biological and Health Sciences policies, College and District polices and guidelines, state agencies and accreditation bodies; prepare and maintain various forms, files, reports and records.

12. Operate a computer and other office equipment as assigned. Includes working knowledge of Excel, Word, e-mail, File Maker Pro, PowerPoint or equivalent

13. Attend and represent Allied Health and Nursing at various meetings as assigned.

14. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Rules, regulations, requirements and restrictions related to allied health and nursing programs.

3. Proper techniques involved in evaluating transcripts and determining equivalencies.  

4. Program operations, policies, and objectives. 

5.
CSU, UC and other community college system schools. College codes and California Articulation Numbers (CAN) assigned by the State Chancellor’s office.

6.
Applicable sections of State Education Code Regulations, District, College and Division Polices;  matriculation, articulation, academic evaluation policies and procedures;  course outlines and curriculum process; rules and regulations of the Psychiatric Technicians, Board of Registered Nursing, Board of Vocational Nurses, boards/accreditation body regulations/requirements in Medical Assistant, Physical Therapist Assistant and Medical Laboratory Technologist board and other applicable laws. 

7.
Operation of a computer and assigned software including databases.

8.
Correct English usage, grammar, spelling, punctuation and vocabulary. 

9.
Record-keeping techniques. 

10.
Oral and written communication skills. 

11.
Interpersonal skills using tact, patience and courtesy. 


ABILITY TO:

1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2.
Perform a variety of specialized administrative and student services duties in support of allied health and nursing programs.

3.
Provide specialized assistance and information to students and others concerning allied health and nursing programs. 

4.
Compile and verify data and prepare reports. 

5.
Interpret, apply and explain rules, regulations, policies and procedures. 

6.
Operate a computer and assigned office equipment.

7.
Communicate effectively both orally and in writing. 

8.
Establish and maintain cooperative and effective working relationships with others. 


Work confidentially with discretion.

9.
Meet schedules and time lines. 

10.
Prioritize and schedule work.

11.
Work independently with little direction; Analyze situations accurately and adopt an effective course of action.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in a related field and two years experience in a college environment dealing with allied health and/or nursing programs, students, and/or student records.

WORKING CONDITIONS:

ENVIRONMENT:

1.
Office environment.

2.
Constant interruptions. 


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person and on the telephone.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting for extended periods of time.

5. Bending at the waist, kneeling or crouching to file materials

DATE APPROVED: 

RANGE:  42

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Alternative Media Specialist 

BASIC FUNCTION:
Under the direction of the Dean or his/her designee, act as a resource and provide technical assistance and faculty support to campus instructional and technology areas on access requirements for persons with disabilities. Oversee the production of alternative media including Braille, large print, E-text and audio.  Consult with the college on issues of access to electronic media and to Distance Education. Establish and maintain electronic library of course materials converted to alternate media.  Assist in the development of guidelines and provide technical support for access in the curriculum, distance education, web page development and other electronic information sources. Develop and implement training programs designed to assist faculty in understanding access requirements for persons with disabilities.  Assist in installation and set up of hardware/software configurations of adapted computer technology in the adapted computer lab and in other locations campus-wide. 

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1. Act as a resource and provide technical assistance and faculty support to campus instructional and technology areas on access requirements for persons with disabilities. 

2. Serve as a liaison between faculty, staff, students and DSP&S program to secure and translate instructionally related materials into alternate formats in a timely manner.

3. Provide guidelines to faculty and staff for formatting documents and information.

4. Produce materials in alternative formats such as Braille, large print, E-text and audio. 

5. Serve as a liaison to publishers, the statewide alternate media center, and community agencies utilized on contract to produce alternate media. 

6. Set up and operate alternate media equipment.

7. Develop and maintain a current resource bank of access strategies for distance education delivery systems, including on-line and televised materials.

8. Provide group in-service and one to one assistance to faculty in their design of distance education offerings to assure they meet access guidelines.

9. Serve as a resource to campus instructional and technology groups, public information and other committees on meeting access requirements, as required. 

10. Develop and maintain a current resource bank of access strategies for mediums used by the college including instructional materials, web pages, videotape materials, kiosks, etc.

11. Collaborate with ETS and other campus departments to develop, modify, or implement training in course development and design to assure the information is provided in an accessible format.

12. Maintain a database on the intranet of available District materials in accessible formats.

13. Continuously research and improve instructional delivery methods and operations with the assistance of faculty, vendors and development team members.

14. Other related duties as assigned.

EMPLOYMENT STANDARDS:

KNOWLEDGE OF:

1. Assistive technology and alternative media formats, including alternative input/output devices, E-text translations to Braille, large print, speech output, video media and closed captioning.

2. Adaptive software and hardware, instructional and web page design.

3. Pertinent legislation and regulations relevant to information access for persons with disabilities.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Research production of alternate media available for persons with disabilities.

3. Work with the Educational Technology Services (ETS) team and coordinate with DSP&S and instructional units to provide necessary services.

4. Interact effectively with faculty and staff from diverse disciplines.

5. Work with faculty to customize solutions for students with disabilities.

6. Maintain accurate records, establish priorities, organize and schedule work projects.

7. Communicate effectively both orally and in writing.

EDUCATION:

Any combination of education and experience equivalent to a bachelor’s year degree in a related field and one year experience with adaptive technology preferred.

WORKING CONDITIONS:

Environment:

1. Office environment.

Physical Abilities:

1. Dexterity of hands and fingers to operate a computer keyboard, instructional design aids and equipment.

2. Seeing to read various materials.

3. Reaching overhead, above the shoulders and horizontally.

4. Sitting or extended periods of time.

5. Hearing and speaking to exchange information in person or on the telephone.

DATE APPROVED:  JUNE 6, 2001

RANGE:  N-60

EEO-CATEGORY: H:30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Articulation Specialist

BASIC FUNCTION:

Under the direction of the Articulation Officer, this specialized position will support the Articulation and Transfer Services Office by providing support, analysis, development, maintenance, and dissemination of articulation and transfer information.  Liaison with counselors/advisors, the college community, and inter-segmental institutions.  This position supports the development of articulation agreements and transfer resources.
REPRESENTATIVE DUTIES:
1. Maintain various internet/intranet web pages.

2. Review statewide articulation database and four year college catalogs to recommend course equivalencies and identify discrepancies.  Prepare draft proposals and reports.

3. Serve as liaison with counselors/advisors, the college community, and inter-segmental institutions to support the development of articulation agreements and transfer resources.

4. Develop, prepare, and proof materials, such as transfer course patterns and breadth requirements, for publication.  Verify and revise existing agreements.

5. Provide basic articulation and transfer information to students, counselors/advisors, and the College community.  Answer counseling questions regarding articulation and transfer.

6. Compile information and prepare articulation reports for students, counselors, other two and four-year colleges, and educational systems.  Enter information into a local database and report all changes to existing courses to the state by way of the statewide curriculum database system.

7. Track and process course outlines, as needed.  Enter data to the statewide curriculum system.

8. Maintain a master list of courses, their descriptions, content changes, committee decisions, GE status, and required changes for each catalog year.

9. Maintain articulation archive files.

10. Design and develop articulation and transfer materials, such as brochures and newsletters for students, counselors/advisors.

11. Attend select campus, regional, and statewide meetings and provide follow-up reports to the Articulation Officer upon request.

12. Prepare and deliver oral and written articulation/transfer reports (and training sessions) to Division(s).

13. Compile and maintain articulation and transfer statistical reports.

14. Provide support and participate in various aspects of curriculum development and maintenance meetings, as assigned.

15. Assist in editing the College catalog.

16. Participate in transfer/student services events and perform related duties, as assigned.

KNOWLEDGE AND ABILITIES:

Knowledge of:

1. Policies, procedures and regulations pertaining to College programs, services and instruction.

2. Working knowledge of curriculum development processes, guidelines, and procedures used in the curriculum articulation process for two and four-year colleges, as well as state community college regulations and requirements.

3. Working knowledge of basic transfer-admissions requirements and guidelines for CSU/UC/private, and out-of-state educational institutions.

4. Working knowledge of personal computer-based software programs that support this level of work, including, but not limited to: word processing, spreadsheets, presentation, graphics, database design/maintenance, web page design/maintenance, and desktop publishing.

5. Thorough knowledge of proper English usage, grammar, spelling, and punctuation.  Ability to compose letters/memos, emails, detailed reports, and informational materials.

6. Basic skills in facilitating small group decision-making processes.

7. Sufficient math skills to interpret statistics and perform a full range of arithmetic calculations.

8. Sufficient human relations skills to convey technical concepts to others and conduct informal presentations.

9. Interpersonal skills using tact, patience and courtesy.

Ability to:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background, and sexual orientation of community college students, faculty and staff.

2. Fully utilize existing resources and keep pace with technology and support systems.

3. Function effectively in an environment in which the modes of information delivery frequently change.

4. Analyze and communicate articulation information effectively both verbally, and in writing, prepare and deliver oral presentations.

5. Establish and maintain cooperative and effective working relationships with others.

6. Operate a computer and office equipment.

7. Meet schedules and time lines.

8. Plan and organize work.

9. Maintain current knowledge of trends affecting college enrollment.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in a related field, and two years experience in a related field.  Bachelor’s degree preferred.

LICENSES AND OTHER REQUIREMENTS:
Valid California driver’s license.

WORKING CONDITIONS:

Environment:

1. Office environment.

2. Driving a vehicle to conduct work. 

Physical Abilities:

1. Hearing and speaking to exchange information and make presentations.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting or standing for extended periods of time.

5. Lifting, carrying, pushing or pulling moderately heavy objects.

DATE APPROVED: JULY 18,  2006

RANGE: N-46

EEO-CATEGORY: 

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Assessment Specialist

BASIC FUNCTION:

Under the direction of an assigned supervisor, schedule, administer and score a variety of assessment tests to students to assess basic skills in English, English as a Second Language (ESL), mathematics, chemistry or other test as assigned.

REPRESENTATIVE DUTIES:
1. Maintain the day-to-day operation of the Assessment Office.

2. Coordinate registration dates, counselor’s schedules, ESL faculty schedules and international student orientation dates to create quarterly testing schedules.

3. Administer and proctor group-testing sessions; verify prerequisites, probationary or disqualified status as appropriate.

4. Develop and update Assessment Office policy, manuals and directives according to district, federal or state guidelines.

5. Implement Assessment Office plans and objectives.

6. Support delivery of assessment services and assure that guidelines are followed.

7. Develop assessment materials used in marketing, catalogs and brochures.

8. Provide work direction to staff and students assigned to the Assessment Office.

9. Conduct regular meetings to communicate, review and revise Assessment Office guidelines.

10. Maintain currency on assessment issues through participation in activities of related state and local organizations.

11. Review guidelines, policies and instructions related to placement testing, registration and counseling with students prior to placement tests; distribute and assist students with testing admissions applications; schedule, administer and provide individualized results for tests in English writing, English reading or ESL courses to determine eligibility.

12. Sort placement tests; review information for accuracy and completeness; correct forms as necessary; score placement tests utilizing a scanner; edit and correct scanned information as needed; resolve problems with forms rejected by the scanner.

13. Provide technical information to students in person or on the telephone regarding test scores; assist students with registration status; generate a variety of reports utilized in the recruitment of various programs.

14. Meet with division deans, department heads and program directors to develop and implement testing procedures and policies and resolve placement issues.

15. Access the SIS to extract specific student, class and course information for analysis and reporting.

16. Monitor the testing budget.

17. Assist in the development and design of surveys.

18. Prepare various statistical reports for College administrators, managers, departments and divisions; generate District matriculation statistical reports related to matriculation and assessment.

19. Order supplies, monitor inventory and prepare requisitions for supplies as needed.

20. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1.
Placement testing and registration policies, procedures and regulations.

2.
Operation of a computer, scanner and related office equipment.

3.
Record-keeping techniques. 

4.
Interpersonal skills using tact, patience and courtesy. 

5.
Oral and written communication skills. 

6.
Modern office practices, procedures and equipment. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Schedule, administer and score a variety of assessment tests to students to assess basic skills.

3. Communicate effectively both orally and in writing. 

4. Operate a computer, scanner and other office equipment.

5. Interpret, apply and explain rules, regulations, policies and procedures. 

6. Prepare and maintain records, files and reports.

7. Meet schedules and time lines. 

8. Work independently with little direction. 

9. Establish and maintain cooperative and effective working relationships with others. 

10. Plan and organize work. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree with a course in college-level Mathematics.  Preferred experience: at least two years in a job that requires good interpersonal and computing skills.

WORKING CONDITIONS:

ENVIRONMENT:

1.
Office environment.


PHYSICAL ABILITIES:
1.
Hearing and speaking to exchange information in person and on the telephone.

2.
Dexterity of hands and fingers to operate a computer keyboard.

3.
Seeing to read various materials.

DATE APPROVED: December 4, 2001

RANGE: N-46

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Assistant Coordinator, Campus Center Food Service

BASIC FUNCTION:

Under the direction of an assigned supervisor, provide major assistance in the operation of the Food Service and Building Services Department.

REPRESENTATIVE DUTIES:
1. Assume responsibilities for the supervision of Food Service in the absence of the Managing Director as designated.

2. Hire and train hourly employees as assigned.

3. Plan and make job assignments; supervise student and temporary employees of Food Service and Building Services Departments.

4. Provide equipment and special set-ups for events in and out of the campus center.

5. Purchase materials needed for maintaining building and fixtures.

6. Supervise a variety of maintenance work.

7. Maintain inventory of equipment.

8. May be assigned to supervise special functions and events such as evening banquets and weekend conferences.

9. Service and inspect the campus center and take appropriate action to maintain it in good appearance.

10. Represent the Food Service Director in his/her absence.

11. Administer building service budget.

12. Under supervision of the Food Service Director, provide leadership in developing banquets and conference bookings to include marketing, scheduling and menu coordination.

13. Coordinate food concessions at special activities as assigned.

14. Responsible for supervising food preparation and service for banquets and catering.

15. Perform related duties as assigned. 

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Food service and banquet set-up.

2. Cleaning and light maintenance of building and equipment.

3. Personnel practices including supervision and evaluation.

4. Stripping and waxing floors, carpet cleaning, window maintenance and related building

 care.

5. Food sanitation, food preparation, nutrition, sales inventory and health codes.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Manage budget preparation and administration.

3. Develop and schedule work assignments.

4. Organize tasks and see that they are carried out.

5. Train and supervise student employees.

6. Assist in preparing and maintaining budgets.

7. Establish and maintain cooperative relationships with those connected in the work environment.

8. Provide leadership, initiative and direction as needed.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: College level course work in business, hotel restaurant management or related field and four years of full-time paid experience in the field of food and building service to include banquets, maintenance and set-ups in a hotel or restaurant setting.

WORKING CONDITIONS:

ENVIRONMENT:

1. Indoor work environment.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting for extended periods of time.

5. Lifting, carrying, pushing or pulling moderately heavy boxes of paper.

6. Bending at the waist, kneeling or crouching.

DATE APPROVED: March 1, 1999

RANGE: N-50

EEO-CATEGORY: H-30

FOOTHILL DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Assistant Development Officer

BASIC FUNCTION:

Under the direction of an assigned supervisor, assists with development and implementation of comprehensive plans and activities that achieve the fund development goals of the district.

REPRESENTATIVE DUTIES:

1. Assist with development and execution of strategic planning for fund raising activities for the district.

2. Provides assistance in preparation of fund raising activities to specific campus units.

3. Direct responsibility for implementation of specific assigned projects.

4. Provides coordination and logistical support to capital campaigns.

5. Writes fund-raising materials and supervises their production.

6. Writes proposals to government, corporate and foundation funding sources as assigned.

7. Assists faculty and staff with preparation of proposals as assigned.

8. Assists with development and implementation of event and presentation.

9. Supervises volunteer activities as assigned.

10. Performs other related duties as assigned.

KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF: 

1. Academic fund raising techniques and philosophies.

2. Capital fund raising campaign techniques.

3. Methods, resources and skills necessary to conduct comprehensive fund raising activities.

4. Word processing.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Motivate volunteers at all levels of the organization.

3. Demonstrate initiative and judgment in individual programs that are part of overall fund raising programs.

4. Communicate successfully with staff, administration, volunteers and community, demonstrating excellence in interpersonal relations.

5. Command effective written and oral presentation skills.

6. Complete successfully agreed upon tasks within scheduled deadlines.

7. Work well as key member of planning team.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor's degree, three years of fund raising experience in related academic or non-profit setting and experience interacting with volunteer organizations or equivalent volunteer leadership experience

WORKING CONDITIONS:


ENVIRONMENT:

1. Office environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person and on the telephone.

2. Dexterity of hands to operate a computer and related equipment.

3. Sitting for extended periods of time.

4. Seeing to read various materials.

DATE APPROVED: March 1, 1999

RANGE: N-54

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Athletic Trainer

BASIC FUNCTION:

Under the direction of an assigned supervisor, perform the duties of athletic training, oversee the athletic training facilities and service the medical needs of the College athletes.

REPRESENTATIVE DUTIES:
1. Responsible for the prevention, evaluation, treatment and rehabilitation of injuries.

2. Manage the training room and supervise assistant trainers and student trainers.

3. Order equipment and supplies.

4. Act as liaison between coaches and athletes in injury matters.

5. Communicate with the Athletic Director in budget, facility and scheduling situations.

6. Work with and be advised by the team physician in medical areas.

7. Responsible to make arrangements for the athletes’ physical examinations.

8. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. First aid and athletic taping.

2. Modalities used in care and prevention of injuries.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Demonstrate commitment to the increased Demonstrate understanding of, sensitivity to, and respect for cultural groups, women and the disabled.

3. Work with both men and women athletes.

4. Communicate with coaches and fellow staff members.

5. Handle equipment and supplies used in the sport medicine setting.

6. Communicate with the team physician with pre and post injury problems.

7. Work with the team physical in injury case.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in related field and two years experience in an athletic injury setting, in athletic psychology and sports medicine and in recognition and care of athletic injuries.

LICENSES AND OTHER REQUIREMENTS:
1. Membership in good standing with the National Athletic Trainer’s Association.

2. NATA. Certificate.

3. Valid first Aid Certificate.

4. Valid CPR Certificate.

DATE APPROVED: March 1, 1999

RANGE: N-46

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Automotive Technician 

BASIC FUNCTION:

Under the direction of an assigned supervisor, repair and maintain of automotive equipment and tools.  Install equipment, aid instructors and coordinators and maintain the work within the laboratories. Employees may be assigned to the day or evening shift and are responsible for the direct supervision of classified staff assigned to that shift.

REPRESENTATIVE DUTIES: 
1. Repair and maintain equipment, which includes fabrication, machining and welding.

2. Assist in classroom activities by demonstrating equipment, providing orientations of laboratories and working with students one-on-one as necessary.

3. Clarify academic policies and assist students with appropriate course selection.

4. Liaison for apprentice program including registering students, processing add and drop cards, maintaining records and disseminating information.

5. Assist in collecting data, processing apprentice enrollments, maintain information and disseminate information in conjunction with Faculty Coordinators.

6. Determine equipment needs and maintain equipment per warranty requirements.

7. Assist faculty on technical matters including policy and procedural matters.

8. Monitor the storage and removal of hazardous materials.

9. Perform and oversee the duties of the Automotive Equipment Assistant as necessary.

10. Train and supervise hourly staff as appropriate.

11. Perform daily accounting activities.

12. Secure buildings during work hours.

13. Assist in budget preparation and analysis.

14. Maintain relationships with corporations to solicit donations of new cars and equipment.

15. Process departmental paperwork, such as DMV paperwork for donated cars.

16. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Equipment and materials used in automotive technology.

2. Fabrication, machining and welding.

3. Methods and practices of terminology of financial record keeping, bookkeeping, auditing and accounting.

4. Hazardous material control and reporting.

5. DMV laws and regulations.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Demonstrate commitment to the increased Demonstrate understanding of, sensitivity to, and respect for all cultural groups, women and the disabled.

3. Analyze situations accurately and adopt an effective course of action.

4. Work effectively with administrators, faculty and students.

5. Repair and maintain equipment in the laboratory.

6. Compile and maintain accurate and complete records and reports.

7. Learn and apply policies and procedures of College and automotive programs.

8. Supervise classified and hourly employees.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in automotive technology or related field and two years of experience in a similar environment.

WORKING CONDITIONS:

ENVIRONMENT:

1. Busy laboratory or classroom environment.

2. Constant interruptions.

3. Noise.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate assigned equipment.

3. Seeing to read various materials.

4. Bending at the waist, kneeling or crouching.

5. Sitting for extended periods of time. 

DATE APPROVED: March 1, 1999

RANGE: N-50

EEO-CATEGORY: H-50

FOOTHILL DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Bookstore Coordinator

BASIC FUNCTION:

Under the supervision of an assigned supervisor, coordinate the day-to-day activities of the bookstore, including personnel and operations. The Coordinator is the primary point of contact during the evening hours.

REPRESENTATIVE DUTIES:

1. Assist in training staff, coordinating student schedules, and scheduling and facilitating staff meetings.

2. Responsible for the efficient operation of auxiliary stores, computer department, and special events, including but not limited to “rush” and graduation.

3. Responsible for the daily physical condition of the Bookstore; assist in the development of long and short range plans for the maintenance, improvement, and renovation of Bookstore facilities.

4. Ensures pricing of all bookstore merchandise is in compliance with established Bookstore pricing policies.

5. Assist in the formulation of policies and procedures of the Bookstore.

6. Enhance the image of the Bookstore on campus, within the local community, and within the college store industry nationally.

7. Under the supervision of the Associate Director, coordinate and ensure an accurate physical inventory.

8. Assist in the efficient use of the Bookstore computer system by maintaining current user information, providing access, and enforcing security protocols.

9. Oversee the Point-Of-Sale (POS) system by performing periodic backups, software updates, and maintaining current cashier profiles.

10. Coordinate student employment, payroll, and store’s timekeeping system.

11. Implement changes and ensures compliance in policies and procedures.

12. Oversee the functions of the Customer Service Coordinator.

13. Perform related duties as assigned

KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF:

1. General knowledge of accepted business and retailing practices.

2. Proper cash handling procedures.

3. Merchandising principles and practices.

4. Personal computer operation including, but not limited to, spreadsheet and word processing software.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Effectively direct, supervise and monitor the bookstore staff.

3. Organize, plan and implement short and long-range activities.

4. Establish and maintain cooperative relationships with administrators, faculty, students and off-campus organizations.

5. Maintain records, prepare reports and initiate correspondence necessary to the successful performance of duties and responsibilities.

6. Work with limited supervision.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: Bachelor’s degree and four years of buying or sales related experience preferably in a bookstore setting.

WORKING CONDITIONS:


ENVIRONMENT:

1. Bookstore environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate audio and video equipment.

3. Sitting or standing for extended periods of time.

DATE APPROVED: May 31, 2000

RANGE: N-52

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Bookstore Courseware Coordinator

BASIC FUNCTION:

Under the direction of an assigned supervisor, coordinate the ordering of textbooks for the College to assure students and instructors have the necessary textbooks and materials for classes; train and provide work direction to assigned staff.

REPRESENTATIVE DUTIES:
1. Coordinate the ordering of textbooks for the College to assure students and instructors have the necessary textbooks and materials for classes.

2. Communicate with instructors to determine quantity of textbooks and materials to be purchased; enter information into a computerized database; evaluate inventory of current textbooks and estimate student buy back amounts.

3. Order textbook and materials from publishers by fax, telephone or computer; determine quantity to be ordered; communicate with instructors and publishers regarding new additions.

4. Train student employees on cash registers and in textbook operations.

5. Coordinate and maintain the textbook sales floor; pull and return textbook as appropriate; monitor shelf tags to assure current prices or instructor changes and to assure accurate information to students.

6. Audit publisher invoices according to established procedures.

7. Operate a computer and other assigned equipment.

8. Prepare and maintain a variety of records and reports; prepare purchase orders and requisitions.

9. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Procedures and sources for ordering and buying textbooks.

2. Publisher policies and procedures related to returning books.

3. Record-keeping techniques.

4. Operation of a computer and assigned software.

5. Oral and written communication skills. 

6. Inventory methods and practices. 

7. Principles of training and providing work direction. 

8. Interpersonal skills using tact, patience and courtesy. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Coordinate the ordering of textbooks for the College to assure students and instructors have the necessary textbooks and materials for classes.

3. Train and provide work direction to assigned staff.

4. Communicate effectively both orally and in writing. 

5. Maintain records and prepare reports. 

6. Meet schedules and time lines. 

7. Operate a computer and other assigned office equipment.

8. Establish and maintain cooperative and effective working relationships with others. 

9. Work independently with little direction. 

10. Plan and organize work. 

11. Make arithmetic computations with speed and accuracy. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in merchandising or related field and three years increasingly responsible college bookstore experience involving bookstore operations.

WORKING CONDITIONS:

ENVIRONMENT:

1.
Bookstore environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting or standing for extended periods of time.

5. Lifting moderately heavy objects.

6. Bending at the waist, kneeling or crouching. 

7. Reaching overhead, above the shoulders and horizontally. 

DATE APPROVED: March 1, 1999

RANGE: N-39

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Bookstore Shipping & Receiving Assistant

BASIC FUNCTION:

Under the direction of an assigned supervisor, participate in the shipping, receiving and processing of books and merchandise for the bookstore.

REPRESENTATIVE DUTIES:
1. Receive and process textbooks and general merchandise for the bookstore; check materials against purchase orders; communicate with vendors regarding problems or questions.

2. Price and stock textbooks for retail sale; assist the supervisor in textbook maintenance and physical inventory management.

3. Receive, log and route bookstore, shipping and receiving warehouse deliveries from various sources.

4. Operate a computer and database for various data entry and retrieval activities.

5. Operate a District vehicle to pick up and deliver various merchandise as needed; operate a forklift, postage meter, scale, pallet jack and other assigned equipment; schedule maintenance for departmental vehicles.

6. Assist in overseeing the shipping activities utilizing UPS, the postal service, truck freight companies, air express and other outside organizations; return textbooks to respective vendors.

7. Order shipping and receiving supplies as needed.

8. Maintain a variety of records, files and reports relating to shipping and receiving activities; participate in general merchandise and textbook inventory.

9. File claims with delivery services for lost and damaged merchandise.

10. Assist with training and providing work direction to assigned staff.

11. Maintain the warehouse in a clean and orderly manner.

12. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Operation of equipment, machines and vehicles used in the receipt, storage and shipping of supplies, materials and equipment. 

2. Materials and supplies inventory control. 

3. Operation of a District vehicle, forklift and other assigned equipment.

4. Basic math. 

5. Health and safety regulations. 

6. Oral and written communication skills. 

7. Record-keeping techniques. 

8. District organization, operations, policies and objectives. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in the shipping and receiving of books and merchandise.

3. Receive, issue, store and return warehouse stock and supplies. 

4. Drive an assigned vehicle to pick-up and deliver supplies, equipment and materials. 

5. Operate forklift and other equipment utilized in the warehouse. 

6. Assist in maintaining inventory. 

7. Communicate effectively both orally and in writing. 

8. Observe health and safety regulations. 

9. Meet schedules and time lines. 

10. Establish and maintain cooperative and effective working relationships with others. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: One year clerical experience involving the receiving, issuing or accounting for supplies and equipment.

LICENSES AND OTHER REQUIREMENTS:

Valid California driver’s license.

WORKING CONDITIONS:

ENVIRONMENT:

1. Warehouse environment.

2. Driving a vehicle to conduct work.

PHYSICAL ABILITIES:

1. Standing for extended periods of time.

2. Hearing and speaking to exchange information.

3. Dexterity of hands and fingers to operate assigned warehouse equipment.

4. Climbing ladders.

5. Lifting, carrying, pushing or pulling heavy objects.

6. Bending at the waist, kneeling or crouching.

7. Reaching overhead, above the shoulders and horizontally.

8. Seeing to inspect shipments.

HAZARDS:

1. Working around and with machinery having moving parts. 

DATE APPROVED: March 1, 1999

RANGE: N-35

EEO-CATEGORY: H-40

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Broadcast Coordinator

BASIC FUNCTION:

Under the direction of an assigned supervisor, coordinate and support the activities and services offered by the Broadcast Media Center; implement policies and guidelines; provide for program reporting and accountability; provide work direction and guidance to other program personnel; monitor program budgets.

REPRESENTATIVE DUTIES:

1. Coordinate and support the delivery of Distance Learning and live telecourses.

2. Oversee cablecast and webcast operations, including scheduling broadcast shifts and webcast encoding for Distance Learning and pre-taping for consortium colleges, videoconferences, and meetings; preparing broadcast logs for the educational channels and telecourses; entering, activating, and scheduling the automated playback system for the educational channels; and scheduling staff for shoots; schedule all Cenic videoconferences.

3. Reproduce media; organize the media library; track lent media; process, request, and operate duplicating equipment; create graphics for educational channels.

4. Coordinate with contractors to develop and schedule satellite uplinks and downlinks; coordinate bids; book satellite coordinates with brokers; coordinate all the logistical aspects of satellite broadcasts, including facilities and equipment reservations, materials, and registration; 

5. Coordinate with Broadcast Media Center staff any changes to the master control equipment; master dvcam and dvd’s for automatic system playback.

6. Operate a variety of specialized broadcast and web cast equipment, including satellite receivers, dub decks, vector scopes, waveforms, encoding stations and audio boards; monitor the automatic playback system via a remote computer; upload encoded content or archived web casts to streaming server.

7. Liaison between the Television Center and the on or off-campus sponsoring agencies of uplinks and downlinks.

8. Provide information to callers regarding programming on educational channels 25 and 78.

9. Coordinate all media requests from faculty, staff, students, and the public; identify and promote videoconferences to the college community.

10. Prepare and monitor reports based on special projects; research and analyze topics related to programs originating in the Broadcast Media Center; develop and analyze data.

11. Participate in and oversee financial records; monitor budgets.

12. Design and write promotional materials, correspondence, reports and other documentation.

13. Represent the Broadcast Media Center on campus and District committees.

14. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Operation of a variety of Broadcast Media Center equipment, including broadcast and satellite equipment and maintenance.

2. Technical terminology for broadcasting, satellite transmission, web casting, and studio production.

3. District policies and objectives.

4. Operation of computer and assigned software and graphics for the educational channels bulletin board.

5. Time management skills.

6. Technical aspects of field of specialty.

7. Interpersonal skills using tact, patience and courtesy.

8. Oral and written communication skills.

9. Planning and coordinating the day-to-day activities related to broadcasting and media.

10. Applicable laws, codes, regulations, policies and procedures related to media and broadcasting.

11. Budget monitoring and control.

12. Principles of training and providing work direction to others.

ABILITY TO:
1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Plan and organize project, programs, and events.

3. Implement program policies and guidelines.

4. Provide for program reporting and accountability.

5. Prepare comprehensive program reports and reviews.

6. Train, provide work direction, and guidance to others.

7. Monitor program budgets.

8. Interpret, apply and explain rules, regulations, policies and procedures. 

9. Establish and maintain cooperative and effective working relationships with others. 

10. Operate a computer and various broadcasting equipment.

11. Analyze situations accurately and adopt an effective course of action. 

12. Meet schedules and time lines. 

13. Work independently with little direction. 

14. Plan and organize work. 

15. Remain current regarding trends in assigned field.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in a related field and two years related work experience.

WORKING CONDITIONS:
ENVIRONMENT:

1. Office environment.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information and make presentations.

2. Dexterity of hands and fingers to operate a computer keyboard. 

3. Seeing to read a variety of materials.

Range: 52

EEO Category:  H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Budget Analyst

BASIC FUNCTION:

Under the direction of an assigned supervisor, prepare, maintain and monitor the District budget; analyze data and provide high-level professional accounting and assistance the Budget Officer, staff and other District administration.

REPRESENTATIVE DUTIES:
1. Prepare, maintain provide explanation, dissemination and adoption of the annual budget; identify and analyze significant budget to actual variances.

2. Oversee the technical implementation of the budget process as developed by Budget Officer; coordinate development, details and processing with appropriate staff and administrators within the district budget calendar.

3. Interact with College administrators, staff, and committee to inform them of the status of current operations. 

4. Monitor expenditure and fiscal activities to assure appropriate use of funds.

5. Prepare manuals and train campus personnel on the preparation of budget materials, accounting procedures and policies. 

6. Administer budget policies and procedures.

7. Monitor current status of various projects to assure continued financial viability and compliance with pertinent statutes and regulations.

8. Prepare financial data for quarterly and budget reports for the Board of Trustees; analyze budget information and prepare a variety of reports related to budget status.

9. Identify and extract data from district databases and prepare reports.

10. Communicate with various school personnel and outside agencies to prepare and provide them with required reports.

11. Balance the budget in the financial reporting (FRS) and human resources (HRS) systems, reconciling with federal, State and local agency reports; match HRS budget feeds to approved transfers and inputs to FRS.

12. Coordinate with the Human Resources administrator to maintain, analyze and revise benefit rate tables; monitor and prepare reports related to benefit costs; prepare and process related corrections.

13. Research, analyze and recommend solutions to various complex budgetary and accounting problems.

14. Verify the availability of funds for personnel and purchasing.

15. Prepare, review and input budget, journal entries and year-round accruals; verify the availability of funds for Personnel and Purchasing.

16. Operate a computer and other office equipment.

17. Review, assist and coordinate various campus budget functions and train campus personnel.

18. Assist staff in routine tasks including the preparation of reports.

19. Attend meetings as assigned.

20. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Generally accepted accounting and auditing principles, practices and procedures.

2. Reconcile, balance and audit various records and accounts.

3. Prepare comprehensive reports.

4. Grant agency practices, procedures and requirements.

5. Financial analysis and research procedures.

6. District budget, accounting, organization, operation and purchasing policies and objectives.

7. Applicable sections of State Education Code, State Budget and Accounting policies and other applicable laws.

8. Interpret, apply and explain rules, regulations, policies and procedures.

9. Modern office practices, procedures and equipment.

10. Interpersonal skills using tact, patience and courtesy.

11. Operation of a computer and assigned software.

12. Technical aspects of field of specialty.

13. District organization, operations, policies and objectives.

14. Oral and written communication skills.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform a variety of technical accounting duties in the preparation, maintenance and control of District budgets.

3. Perform high level professional accounting work in the analysis, maintenance and auditing of accounts affecting District-wide operations.

4. Direct, oversee, review and critique the work of other budget personnel or staff.

5. Maintain accurate financial records.

6. Assure compliance with applicable District policies, procedures and governmental regulations.

7. Reconcile, balance and audit budgets and accounts.

8. Plan, recommend solutions, coordinate, execute and evaluate solutions to budget and accounting problems.

9. Interpret and apply rules, regulations, policies and procedures.

10. Plan and organize work.

11. Operate a variety of office equipment and machines.

12. Establish and maintain cooperative and effective working relationships with others.

13. Work independently with little direction.

14. Meet schedules and time lines.

15. Compile, analyze and record financial and statistical data.

16. Communicate effectively both orally and in writing.

17. Analyze data and draw conclusions.

18. Show sensitivity to diverse environment.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor's degree in accounting, finance or business administration and three years increasingly responsible professional accounting experience.

WORKING CONDITIONS:

ENVIRONMENT:
1.
Office environment.


PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting for extended periods of time.

DATE APPROVED: March 1, 1999

RANGE: N-56

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Business Analyst

BASIC FUNCTION:

Under the direction of the Vice President, Workforce and Economic Development, or an assigned supervisor, prepare detailed weekly revenue forecasts and performance metrics for the Professional and Workforce Development sales team and other revenue generating units within the Workforce and Economic Development unit.  Perform analysis on all revenue generated and projected and conduct a regionalized analysis of revenue potential based on deliverables and report results to management as well as other internal departments, as required.  Prepare and maintain all contracts with industry clients and independent contractors.  Prepare, maintain and monitor all division budgets for De Anza College Workforce and Economic Development units, including grants and categorical funds (CACT, VTEA, Tech Prep, CalWORKs, ETPL, WIA), analyze data, assist in the preparation of grant financial reports, and provide high level professional accounting and assistance to the Vice President, the Workforce Education Coordinator, the Budget Director and other District administration.

REPRESENTATIVE DUTIES:
1. Coordinate with all Deans, Directors and Coordinators within the Workforce and Economic Development division to gather data, analyze financial results, prepare financial recommendations, and develop customized forecasting and budget reports.

2. Develop revenue and productivity models for all division enterprise units and implement weekly/monthly revenue projection reports based on confidence level reporting.

3. Maintain weekly sales pipeline and provide regionalized demand and revenue forecasts and productivity updates for the Professional and Workforce Development unit to insure expense controls and identify areas of savings or optimization to reduce operational expenses.

4. .Assist in the creation and maintenance of contract development procedures for clients (employers) and independent contractors.

5. Analyze historical data and inventory metrics; identify underlying revenue trends and risk elements for the enterprise units, including the Distance and Extended Learning unit, to develop inventory and pricing analysis based on market trends.

6. Prepare and provide monthly financial reports (profit and loss, key indicators, expense detail, sales and order detail, monthly trends) forecasts and operating review presentations for all the division’s units.

7. Prepare data and financial analysis necessary for decisions on client and grant proposals, pricing, and other financial issues (gross margins, capacity, breakeven, and overhead costs of enterprise units).

8. Provide direct assistance to the Director of Professional and Workforce Development and the Workforce Education Coordinator to maintain and balance all categorical accounts (CACT/VTEA/TechPrep) and assure that all program expenditures of categorical allocations are within allocated budgets; monitor and reconcile budgets; propose budget changes and participate in project budget applications. 

9. Prepare and maintain all contracts with industry clients and independent contractors.  

10. Prepare and review annual operating plans by each of the division’s unit.

11. Analyze trends, variances, and changes as part of the planning process for the division.

12. Develop appropriate financial tools for providing effective financial information and analysis.  

13. Utilize computer systems including and/or  financial systems to prepare and analyze information.

14. Prepare, maintain and monitor accounting records and produce accounting reports and forecasts, specifically for the Workforce Education (VTEA, TechPrep) and Professional and Workforce Development units.

15. Develop budget control structure and administer budget policies and procedures for the division’s operations.

16. Monitor debt administration by preparing and processing correspondence, calculating debt service, and managing and reconciling debt service accounts.

17. Assist in preparation of division’s budgets.

18. Manage special projects and other duties as assigned such as reconciling monthly account statements and fielding questions from district-wide units and staff members.

19. Develop indicators and measurable goals, track and follow up for appropriate actions.

20. Identify and extract data from district databases and prepare reports.

21. Oversee the technical implementation of the budget process as developed by campus Budget Officer and coordinate development, details and processing with appropriate staff and administrators within the district budget calendar.

22. Monitor current status of various projects to assure continued financial viability and compliance with pertinent statutes and regulations.

23. Interact with College administrators, staff, and committee to inform them of the status of current operations. 

24. Prepare financial data for quarterly and budget reports; analyze budget information and prepare a variety of reports related to budget status.

25. Balance all division budgets in the financial reporting (FRS) and human resources (HRS) systems, reconciling with federal, State and local agency reports; match HRS budget feeds to approved transfers and inputs to FRS; assist staff in routine tasks including the preparation of reports.; attend meetings .  

26. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Generally accepted accounting and auditing principles, practices and procedures.

2. Grant agency practices, procedures and requirements.

3. Sales forecasting, financial analysis, and research procedures.

4. Applicable sections of State Education Code, State Budget and Accounting policies and other applicable laws.

5. Modern office practices, procedures and equipment.

6. Operation of a computer and assigned software, including accounting and financial record keeping software. 

7. Technical aspects of field of specialty.

8. District organization, operations, policies and objectives. 

9. District budget, accounting, organization, operation and purchasing policies and objectives.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Ensure consistency in pricing and manage price deviation process for enterprise units.

3. Prepare, reconcile, balance and audit various records and accounts.

4. Prepare comprehensive reports.

5. Perform a variety of analysis of regional data for projecting sales revenue in the preparation, maintenance and control of Division budgets.

6. Perform high level professional accounting work in the analysis, maintenance and auditing of accounts affecting Division-wide operations.

7. Prepare and maintain contracts for industry clients and independent contract instructors.

8. Prepare monthly sales and budget reports, analyze the data and create the back up necessary for management.

9. Assure compliance with applicable District policies, procedures and governmental regulations.

10. Prepare, maintain, reconcile, balance and audit budgets and monitor accounts.

11. Plan, recommend solutions, coordinate, execute and evaluate solutions for sales, budget and accounting problems.

12. Interpret, apply and explain rules, regulations, policies and procedures.

13. Plan and organize work.

14. Operate a variety of office equipment and machines.

15. Establish and maintain cooperative and effective working relationships with others.

16. Interpersonal skills using tact, patience and courtesy.

17. Work independently with little direction.

18. Meet schedules and timelines.

19. Compile, analyze and record sales, financial and statistical data.

20. Communicate effectively both orally and in writing.

21. Analyze data and draw conclusions.

22. Show sensitivity to diverse environment.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: Bachelor's degree in accounting, finance or business administration and three years related accounting or sales management experience.

WORKING CONDITIONS:


ENVIRONMENT:

1.
Office environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting for extended periods of time.

DATE APPROVED: 

RANGE: N-53 

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Buyer

BASIC FUNCTION:

Under the direction of the Purchasing Manager, perform technical duties in the purchase of District supplies, materials, equipment and services; obtain price quotations and order items in accordance with District policies and procedures.

DISTINGUISHING CHARACTERISTICS:
The Buyer purchases district supplies, materials, equipment and services according to prescribed methods.  The Senior Buyer serves in a lead capacity, prepares formal bid documents and performs the more complex procurements.

REPRESENTATIVE DUTIES:

1. Perform technical duties in the purchase of district supplies, materials, equipment and services. Obtain price quotations and order items in accordance with District policies and procedures.

2. Contact vendors regarding prices, quotations, detailed specifications and shipping and delivery information; interview vendors regarding new merchandise and new sources of supply; update and maintain vendor lists and files.

3. Negotiate price, specifications, conditions of delivery and other related issues as necessary or appropriate; order items in accordance with District policies and procedures.

4. Follow-up on and expedite purchase orders and requisitions within established procedures; resolve problems and complaints from suppliers, manufacturers and District personnel.

5. Communicate with College and District personnel regarding clarification of items to be ordered and budget restrictions.

6. Develop purchase orders and enter information into a computerized system.

7. Review purchase requisitions and orders for conformance and compliance with established standards and regulations; obtain necessary information from District personnel to complete documentation or bring it into compliance.

8. Operate a variety of office equipment including a typewriter, computer, calculator and others.

9. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. District and department purchasing policies, procedures and terminology.

2. Types and sources of supplies, materials and equipment used in a community college district.

3. Technical aspects of researching, comparing and purchasing District supplies, materials and equipment.

4. Legal codes that govern public purchasing and public works projects.

5. Education Code, Public Contract Code, Government Code and others as appropriate.

6. Methods of purchasing by specification and competitive bidding.

7. Modern office practices, procedures and equipment.

8. Operation of a computer and assigned software.

9. Interpersonal skills using tact, patience and courtesy.

10. Oral and written communication skills.

11. Correct English usage, grammar, spelling, punctuation and vocabulary.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform technical duties in the purchase of District supplies, materials, equipment and services.

3. Exercise sound judgment in the purchase of a variety of materials, supplies and equipment.

4. Operate a variety of office equipment including computer, typewriter, calculator and others.

5. Establish and maintain cooperative and effective working relationships with others.

6. Make arithmetic computations with speed and accuracy. 

7. Plan and organize work.

8. Communicate effectively both orally and in writing.

9. Meet schedules and time lines.

10. Work independently with little direction.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in accounting, business, purchasing or related field and two years increasingly responsible experience in the purchase of supplies, services and equipment.

WORKING CONDITIONS:

ENVIRONMENT:

1.
Office environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person and on the telephone.

2. Dexterity of hands and fingers to operate a computer and related equipment.

3. Sitting for extended periods of time.

4. Seeing to read various materials.

DATE APPROVED: June 20, 2003

RANGE: N-48

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Buyer, Senior

BASIC FUNCTION:

Under the direction of the Purchasing Manager, perform a variety of complex duties related to the acquisition of supplies, equipment, material and services for the District in accordance with established policies, procedures and guidelines; train and provide work direction to assigned staff.

DISTINGUISHING CHARACTERISTICS:
The Senior Buyer serves in a lead capacity, prepares formal bid documents and performs the more complex procurements.  The Buyer purchases District supplies, materials, equipment and services according to prescribed methods.

REPRESENTATIVE DUTIES:
1. Perform a variety of duties related to the acquisition of supplies, equipment, material and services for the District in accordance with established policies, procedures and guidelines.

2. Contact appropriate vendors to obtain price quotes, availability, methods of procurement and related data to complete purchase orders; interview vendors regarding purchases and bids; evaluate prices, products, services and sources.

3. Perform purchasing transactions requiring specialized technical knowledge or historical background of specific materials, supplies, equipment or services required by District operations.

4. Follow up on and expedite purchase orders and requisitions within established procedures; resolve problems or complaints from suppliers, manufacturers and District personnel.

5. Develop product and equipment standards and specifications; investigate and analyze new products and sources of supply; determine validity of existing product specifications and data associated with such products.

6. Prepare formal bid documents, conduct bidder conferences, open and evaluate bid responses and recommend contract awards to the Board of Trustees.

7. Train and provide work direction to assigned personnel; assist in the hiring and evaluation process as requested.

8. Operate a computer and a variety of office equipment as assigned.

9. Serve as Manager of the department in absence of Manager.

10. Attend and conduct a variety of meetings with staff, vendors and others to develop bid procedures, clarify specifications, finalize contractual agreements and resolve problems.

11. Review purchase requisitions for completeness and accuracy; verify the availability of funds; issue purchase orders, contracts and agreements.

12. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. District and department purchasing policies and procedures.

2. Types and sources of supplies, materials and equipment used in a community college district.

3. Technical aspects of researching, comparing and purchasing District supplies, materials and equipment.

4. Principles of training and providing work direction. 

5. Modern office practices, procedures and equipment.

6. Operation of a computer and assigned software.

7. Interpersonal skills using tact, patience and courtesy.

8. Oral and written communication skills.

9. Correct English usage, grammar, spelling, punctuation and vocabulary.

10. California Public Contracts Code and other legal codes that apply to Purchasing and Public Works projects.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform a variety of duties related to the acquisition of supplies, equipment, material and services for the District in accordance with established policies, procedures and guidelines.

3. Exercise sound judgment in the purchase of a variety of materials, supplies and equipment.

4. Read, interpret, apply and explain rules, regulations, policies and procedures.

5. Train and provide work direction to others. 

6. Maintain records and prepare reports. 

7. Operate a variety of office equipment including a computer, typewriter, calculator and copier.

8. Establish and maintain cooperative and effective working relationships with others.

9. Understand and follow oral and written directions.

10. Plan and organize work.

11. Communicate effectively both orally and in writing.

12. Meet schedules and time lines.

13. Work independently with little direction.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in accounting, business, purchasing or related field and four years increasingly responsible experience in the purchase of supplies, services and equipment.

WORKING CONDITIONS:

ENVIRONMENT:

1.
Office environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person and on the telephone.

2. Dexterity of hands and fingers to operate a computer and related equipment.

3. Sitting for extended periods of time.

4. Seeing to read a variety of materials.

DATE APPROVED: June 20, 2003

RANGE: N-54

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
CACT and Operations Coordinator

BASIC FUNCTION:

Under the supervision of the Director, Professional and Workforce Development, the CACT and Operations Coordinator, is responsible for assisting in ensuring a productivity level for overall sales and operations of Contract Education and services provided by the Center for Applied Competitive Technologies (CACT) operations within the Professional and Workforce Development unit that result in a fiscally sound self-sustaining budget with a solid financial reserve for the overall unit.  Sales and operations includes conducting sales and providing coordination of district-wide customized training and contract education for local and regional businesses, in addition to providing customized training and technology transfer for initiatives, and specifically for all required grant activities of the CACT Statewide initiative.

REPRESENTATIVE DUTIES:
	1. Assist Director, Professional and Workforce Development, in ensuring an increased program revenue and productivity level for overall sales and operations, specifically for the CACT, that result in a fiscally sound self-sustaining budget for the overall unit with a solid financial reserve through conducting sales and providing coordination of district-wide customized training and services, technology transfer and contract education for local and regional businesses.



	2. Coordinate the development of credit and not-for-credit programs, courses and workshops that contribute to advancing workforce skills development in business, management, and human resource programs with a focus on emerging occupations and industries.



	3. Assist with curricula enhancements to existing credit and not-for-credit programs to meet the identified needs of the workforce with an emphasis on technology and manufacturing.

	4. Plan and coordinate a self-supporting regional program that provides technical and professional solutions through customized training and instructional services for small to medium sized manufacturing companies in the San Francisco Bay Region.

	5. Develop short and long term plans for delivering quality services and programs, supervising projects of the CACT and contract education and developing good working relationships with faculty/instructors and staff and business partners in industry.

	6. Establish and strengthen public and private sector partnerships, internally and externally, that enhance the Center for Applied Competitive Technology and the District’s Professional and Workforce Development programs,  and leverage resources to support the services and activities needed to carry out the mission of the unit’s programs.

	7. Identify needs, develop and deliver one-on-one counseling, seminars, workshops, training, demonstrations and educational experiences to employers by working closely with industry alliances and organizations that contributes to the achievement and success of the region’s small, mid-sized, and large organizations, especially manufacturers.

	8. Encourage and expand coordinated activities and services related to meeting identified needs, specifically of the manufacturing sector, for educational programs of the region’s community colleges which includes working closely with the CACT program advisory board.

	9. Create hands-on demonstration sites where local companies can train in integrated manufacturing processes and/or related technologies.

	10. Analyze data and prepare and submit all grant reports and assure compliance with all data reporting requirements of grant funded program.

	11. Maintain relationships with the multiple workforce programs of the region’s Community Colleges and their program advisory boards to enhance visibility of the programs on a regional, state and nationwide basis.

	12. Provide technical assistance and technology transfer services to enhance services of the contract education and the CACT within the Professional and Workforce Development unit.

	13. Promote the growth of new businesses and the creation of new job opportunities and assist in the retention of existing businesses throughout the region.

14. Enhance the visibility of the contract education and CACT programs on the regional, state, and national basis.

15. Provide work direction and guidance to others; assign work to other classified personnel, students, volunteers and others; provide input to performance evaluations.

16. Perform related duties as assigned.




QUALIFICATIONS:
KNOWLEDGE OF:

1. Methods, techniques, and procedures used in the planning, development, marketing, sales, and delivery of major business training programs or services, specifically in manufacturing.


2. Training program and services development and production for effective learning environments, customized training needs and needs assessment techniques.


3. Latest trends and techniques in training, performance and continuous quality improvement in manufacturing, especially associated with producing higher quality and increased efficiency for small and medium manufacturers.


4. Planning and coordination of the day-to-day activities of assigned programs.


5. The coordination, development and monitoring of grants and/or budgets.

6. The California Community Colleges Economic and Workforce Development programs and experience in implementing them.

7. The principles and current pedagogy of customized training and education for business, industry and organizations.

8. Correct English usage, grammar, spelling, punctuation and vocabulary.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.
2. Interpret and apply State and Federal policies and procedures, Contract Education program laws, Employment Training Panel (ETP) guidelines and policies, codes and regulations related to assigned program(s).

3. Research business trends and needs, specifically for initiatives, specifically of area manufacturers to enhance their competitiveness and provide technology transfer.

4. Demonstrate sales/marketing skills and experience in negotiating contracts/agreements.

5. Develop program/proposals and deliver presentations on both to public and private sector.

6. Develop and oversee scheduling of workshops, marketing materials ( i.e. brochures, web site content) and conduct pre- and post-training assessments of participants for related programs.

7. Provide work direction and guidance to program personnel.

8. Coordinate several programs simultaneously and meet schedules and timelines.

9. Prepare and present all program reports and reviews.

10. Exhibit strong interpersonal, planning and organizational skills.

11.  Utilize effective communication skills (oral and written) utilizing proper English usage, vocabulary, spelling, grammar and punctuation.

12. Analyze situations accurately and adopt an effective course of action.

13. Operate a computer and demonstrate advanced skills in word processing, spreadsheets, graphics, desktop publishing and the web.

14. Display effective interpersonal communication skills utilizing tact, patience, and courtesy.

EDUCATION AND EXPERIENCE:
Bachelor’s degree in a related field and five years work experience in business or industry or related work experience. Experience in educational program design, including financial and project management.

WORKING CONDITIONS:

ENVIRONMENT:
1. Office and college campus environments.


PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer.

3. Seeing to read various materials.

4. Bending at the waist, kneeling or crouching.

5. Sitting for extended periods of time. 

DATE APPROVED: September 26, 2003

RANGE: N-56

EEO-CATEGORY: H-30

FOOTHILL –DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Call Center Support Technician

BASIC FUNCTION:
Under the direction of an assigned supervisor, provide personal computing hardware, software, telephone and network related support to a variety of users within the District through a central help desk. Document central help desk service requests; resolve problems through telephone and other electronic means; research various problems and requests; prepare of technical documentation and management status reports, and route problems to the appropriate ETS functional areas. 

REPRESENTATIVE DUTIES:

1. Diagnose problems and identify the software application, hardware and or network problem reported through various means including telephone, voice mail, electronic mail, and collaborative systems. 

2. Record problem notification and service requests from the user community into a help desk database describing the reported problem and actions.

3. Assign unresolved help desk problems to other functional groups within ETS responsible for specific areas of expertise.  

4. Complete troubleshooting through various methodologies including vendor technical call support centers, Web research, documentation review, and others.

5. Complete call resolution processes through daily review procedures. Ensure that other ETS functional areas have properly completed or transitioned calls and follow-up with the originating user of the request. 

6. Periodically analyze help desk call data and create statistical reports for ETS management review.

7. Assists the Call Center Coordinator with software, and procedural documentation that includes installation, troubleshooting, training, and general support requirements in a desktop-networked environment. May be asked to create management status reports or other reports for the Technical Services group. 

8. Assign user network and server access accounts for a variety of services and applications including email, scheduling, and others. 

9. Create and update personal computer databases and spreadsheets for internal activities to include various projects such as software inventory, hardware inventory, training requests, training course schedules, and others.

10. May be required to provide help desk service calls to faculty and students in support of distance learning programs or initiatives.

11. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF:

1. Basic principles of management information systems and use of applications in a desktop-networked environment.

2. Understanding of telephone and voice mail system functions and methodology.

3. Personal computing hardware troubleshooting.

4. Knowledge of desktop office software such as Word, Excel and PowerPoint.

5. Configuring Novell NetWare and Windows NT workstations and peripherals.

6. Understanding of PC databases, spreadsheets and troubleshooting systems.

7. Oral and written communication skills.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Operate within an environment consisting of Apple Macintosh, NetWare, Windows NT, Windows95, the MSOffice Professional Suite and other standardized desktop software and hardware products.

3. Operate effectively in Apple Macintosh, WINDOWS and MSOffice Professional environments.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate Arts Degree in Computer Science or related field and certification in Microsoft desktop and server operating systems or applications products, with one year experience in servicing personal computing workstations in an Apple, Novell, NetWare or Windows NT environment.  Experience with Web Browsers and use of the Internet.

WORKING CONDITIONS:


ENVIRONMENT:
1. Office environment.


PHYSICAL ABILITIES:

1. Dexterity of hands and fingers to operate a computer keyboard, testing equipment and power tools.

2. Seeing to read various materials.

3. Bending at the waist, kneeling or crouching.

4. Reaching overhead, above the shoulders and horizontally.

5. Sitting or standing for extended periods of time.

6. Carrying, pushing or pulling. 

7. Hearing and speaking to exchange information in person or on the telephone.

8. Walking.

DATE APPROVED: June 21, 2000

RANGE: N-50

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Campus Budget and Enrollment Analyst
BASIC FUNCTION:

Under the direction of an assigned supervisor, responsible for analysis and monitoring of the campus financial status; develops cost estimates, analyses, and financial impact of budget proposals; prepares and monitors reports for completeness and accuracy, performs accounting work related to operational and capital budget activities. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES:

1.
Identifies, analyze and resolves problems for Financial Records Systems reports, i.e., revenues and expenditures, etc.

2.
Analyzes campus budget information and prepares a variety of reports on status for internal and external uses; provides independent analyses of data for vice presidents, administrators, staff and faculty in the preparation of the college budget.

3.
Responsible for various aspects of campus budget development process.

4.
Identifies and independently analyzes financial issues and recommends solutions to the appropriate administrator.

5.
Verifies budget and expense transfers for accuracy and compliance with existing policies and procedures.

6.
Assists Presidents, administrators, faculty and staff in administration and interpretation of budgets and Monthly Expense Reports (MERS). 

7.
Represents the college on budget and financial issues in the absence of the administrator.

8.
Assists in college financial planning.

9.
Serves as resource analyst to all budgeters including faculty.

10.
Prepares control documents for District Accounting.

11.
Prepares Faculty Extra Assignment reports, i.e. release, reassignment, extra duty, etc.

12. Serves as resource and backup for part-time payroll including auditing of part-time faculty payroll quarterly

13. Performs other related duties as assigned.

EMPLOYMENT STANDARDS:
KNOWLEDGE:

1. Accounting, budgetary and auditing principles and practices.

2. Rules, regulations, laws and policies governing the College District.

3. Principles and practices of financial administration including budgeting compilation and reporting.

4. Financial analysis and research procedures.

5. Computerized Management Information Systems.

6. Oral and written communication skills.

7. Interpersonal skills using tact, patience and courtesy.

8. Record-keeping techniques.

ABILITY:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Work independently and competently in issue identification and problem resolution.

3. Analyze computerized accounting and budget data and understand the College's financial status.

4. Prepare concise reports and recommendations, communicating them clearly in writing, orally, privately, or in a public setting.

5. Work effectively under pressure, meeting deadlines while maintaining equanimity.

6. Compile and maintain accurate and complete records and reports.

7. Establish and maintain cooperative relationships with those contacted in the course of the work.

8. Interpret, apply and explain rules, regulations, policies and procedures.

EDUCATION:

Any combination equivalent to: Bachelor's degree preferably in accounting or business and three years of professional accounting experience. 

WORKING CONDITIONS:
Environment:
1. Office environment.


Physical Abilities:
1. Hearing and speaking to exchange information in person and on the telephone.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting for extended periods of time.

DATE APPROVED: March 1, 1999

RANGE: N-54

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Campus Center Assistant

BASIC FUNCTION:

Under the direction of an assigned supervisor, assist in cleaning and bussing tables and in general keeping Campus Center clean and orderly.

REPRESENTATIVE DUTIES:
1. Pick up dishes.

2. Water plants on patio.

3. Help to set-up meeting rooms.

4. Re-stock restrooms.

5. Drive campus vehicle for deliveries as necessary.

6. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform physical work.

3. Understand simple directions in English.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: Up to one year experience in food services. 

DATE APPROVED: March 1, 1999

RANGE: N-13

EEO-CATEGORY: H-70

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Campus Coordinator

BASIC FUNCTION:

Under the direction of the Dean of College Services, coordinate the activities and operations of the College during the evening hours; serve as a liaison between students, faculty and administrators; coordinate campus services and monitor campus and off-campus facilities during assigned day and/or evening hours.

REPRESENTATIVE DUTIES:
1. Coordinate campus services in the evening to provide quality educational opportunities and resources to evening students; monitor campus and off-campus facilities during assigned day and/or evening hours.

2. Oversee the day-to-day operation of the College Administration Office; compose materials to promote College activities.

3. Evaluate the operations and activities of the evening College Program; recommend improvements and modifications to appropriate administrators.

4. Assess student needs and with direction from the Dean develop responsive programs to benefit improvements and modifications to the appropriate administration.

5. Communicate with college divisions and departments to facilitate effective day, evening, weekend and extended campus college services, programs and activities.

6. Coordinate non-academic and academic facility rentals; develop and implement a marketing plan to promote facilities rental.

7. Provide recommendations regarding marketing plans to publicize and promote the day, evening, weekend and extended college Program to the community.

8. Research, identify and negotiate contracts for rental facilities; hire and oversee contract personnel.

9. Communicate with students, faculty, staff and the public and resolve issues or concerns regarding the resources and operations of the day, evening, weekend and extended college services.

10. Prepare and maintain a variety of reports, records and files related to the operation and activities of the day, evening, weekend and extended college.

11. Develop and prepare the budget for the day, evening, weekend, facilities and extended college; control and monitor expenditures.

12. Operate a computer and other assigned office equipment.

13. Attend a variety of meetings as assigned.

14. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. College operations, policies and rules and regulations.

2. Marketing and publicity of educational programs and services.

3. Oral and written communication skills. 

4. District organization, operation, policies and objectives.

5. Record-keeping techniques.

6. Interpersonal skills using tact, patience and courtesy. 

7. Operation of a computer and assigned software.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Coordinate the activities and operations of the College during the evening hours.

3. Serve as a liaison between students, faculty and administrators.

4. Coordinate campus services and monitor campus and off-campus facilities during evening hours.

5. Participate in marketing the College.

6. Communicate effectively both orally and in writing. 

7. Interpret, apply and explain rules, regulations, policies and procedures. 

8. Prepare and maintain a variety of records and reports.

9. Establish and maintain cooperative and effective working relationships with others. 

10. Operate a computer and assigned office equipment.

11. Analyze situations accurately and adopt an effective course of action. 

12. Meet schedules and time lines. 

13. Work independently with little direction. 

14. Plan and organize work. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in business administration, public administration or related field and three years increasingly responsible administrative experience in an educational environment.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.


2. Evening or variable hours.

3. Constant interruptions.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

DATE APPROVED: March 1, 1999

RANGE: N-56

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Cashier

BASIC FUNCTION:

Under the direction of the Cashiering Services Supervisor, accept and account for payment of fees, student body cards, tuition, penalties and deposits from bookstore, food services and associated students.

REPRESENTATIVE DUTIES:
1. Accept and account for payment of fees, student body cards, tuition, penalties and deposits from bookstore, food services and associated students.

2. Review student accounts on a computerized database for payment and charge information.

3. Answer questions in person or on the telephone regarding external and internal inquiries of accounts and College practices and procedures.

4. Maintain records and files for accounts in collections.

5. Place holds on student records for campus fines and returned items such as checks and credit cards; notify students as necessary; release holds according to established procedures.

6. Issue, maintain and reconcile records related to petty cash refunds.

7. Locate and process credit card charge backs; submit information to the appropriate sources; update files as necessary.

8. Operate a computer, 10-key calculator and other assigned office equipment.

9. Participate in various activities of the assigned area.

10. Provide guidance to assigned staff as needed.

11. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Receiving, depositing and accounting for monies received from varied sources.

2. Basic accounting practices, procedures and terminology. 

3. Cashiering skills.

4. Correct English usage, grammar, spelling, punctuation and vocabulary. 

5. Record-keeping techniques. 

6. Interpersonal skills using tact, patience and courtesy. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Accept and account for payment of fees, student body cards, tuition, penalties and deposits from bookstore, food services and associated students.

3. Perform cashier work.

4. Operate a computer and assigned office equipment.

5. Communicate effectively both orally and in writing. 

6. Maintain routine records. 

7. Add, subtract, multiply and divide quickly and accurately. 

8. Establish and maintain cooperative and effective working relationships with others. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: One year general cashier experience.

WORKING CONDITIONS:

ENVIRONMENT:

1.
Indoor work environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate cash register.

3. Sitting or standing for extended periods of time.

4. Seeing to count money.

DATE APPROVED: March 1, 1999

RANGE: N-35

EEO-CATEGORY: H-40

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Cashier, Senior

BASIC FUNCTION:

Under the direction of the Cashiering Services Supervisor, perform various cashiering and accounting duties; review requests for refunds; train and provide work direction and guidance to assigned personnel.

REPRESENTATIVE DUTIES:
1. Facilitate cashiering services, including billings, collections, deposits, reconciliation’s and other activities; oversee the posting of student accounts.

2. Reconcile daily cashier sales reports, bank deposits and electronic charges and transactions.

3. Analyze student refund requests; determine eligibility and amount of refunds; request, reconcile and monitor refund monies; audit and research student accounts and calculate ending balances; resolve formal disputes according to established procedures.

4. Train and provide work direction and guidance to assigned personnel.

5. Monitor and update the Third Party Billing (TPB) system; assure procedures are followed by TPB users; assure accuracy of payments of government-funded grants to student accounts.

6. Accumulate, review, present and follow-up on billing to various outside agencies.

7. Set up and operate cash register; collect monies for a variety of purposes, student activities and other District program fees.

8. Operate a variety of machines and equipment including credit card authorization machine; operate a computer and other office machines as assigned.

9. Prepare and maintain a variety of records and reports.

10. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Principles of training and providing work direction to assigned staff.

2. Accounting practices and procedures.

3. Cashiering procedures and techniques.

4. Modern office practices, procedures and equipment. 

5. Record-keeping techniques. 

6. Interpersonal skills using tact, patience and courtesy.

7. Oral and written communications skills.

8. Operation of a computer and assigned software.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform various cashiering and accounting duties.

3. Review student refund requests.

4. Train and provide work direction and guidance to assigned personnel.

5. Make arithmetic computations with speed and accuracy. 

6. Maintain records and prepare reports. 

7. Operate a computer, cash register and other equipment.

8. Plan and organize work. 

9. Establish and maintain cooperative and effective working relationships with others.

10. Communicate effectively both orally and in writing.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Three years general cashier experience.

WORKING CONDITIONS:

ENVIRONMENT:
1.
Indoor work environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a cash register and computer keyboard.

3. Sitting or standing for extended periods of time.

4. Seeing to read a variety of materials and to count money.

DATE APPROVED: March 1, 1999

RANGE: N-41

EEO-CATEGORY: H-40

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Cashiering Services Coordinator

BASIC FUNCTION:

Under the direction of the Associate Registrar, provide technical cashiering expertise, identify technical problems and perform various cashiering and accounting duties; review requests for refunds; train and provide work direction and guidance to assigned personnel.  Perform a variety of administrative and cashiering duties. Develop and analyze data; carry out complete segments for cashiering services; perform research and special projects for assigned area; implement and oversee cashiering processes or task elements; assist managers with a broad range of reports, schedules and activities.  Perform cashiering services with college-wide accountability.

REPRESENTATIVE DUTIES:
1. Provide technical direction and information on issues pertaining to the interpretation of cashiering guidelines and policies; research, interpret and clarify policies as requested

2. Serve as technical resource for Cashiers on an ongoing basis, assisting with questions and problem-solving at the cashier desk.

3. Oversee the collection and security of enrollment fees and other monies according to established procedures.

4. Review electronic cashiering transactions to ensure system capture and accuracy.  Identify problems and refer issues to appropriate department or individual.

5. Convey district, college and department policies and procedures as needed to staff and customers.

6. Facilitate cashiering services, including billings, collections, deposits, reconciliation’s and other activities; oversee the posting of student accounts.

7. Reconcile daily cashier sales reports, bank deposits and electronic charges and transactions.

8. Analyze student refund requests; determine eligibility and amount of refunds; request, reconcile and monitor refund monies; audit and research student accounts and calculate ending balances; resolve formal disputes according to established procedures.

9. Perform a variety of complex administrative and program support activities.

10. Train and provide work direction and guidance to assigned personnel.

11. Monitor and update the Third Party Billing (TPB) system; assure procedures are followed by TPB users; assure accuracy of payments of government-funded grants to student accounts.

12. Accumulate, review, present and follow-up on billing to various outside agencies.

13. Set up and operate cash register; collect monies for a variety of purposes, student activities and other District program fees.

14. Operate a variety of machines and equipment including credit card authorization machine; operate a computer and other office machines as assigned.

15. Prepare and maintain a variety of records and reports.  Serve as resource to others for data, research, special projects, schedules and other information pertaining to assigned area.

16. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:

1. Principles of training and providing work direction to assigned staff.

2. Accounting practices and procedures.

3. Cashiering procedures and techniques including electronic transactions

4. Modern office practices, procedures and equipment. 

5. Record-keeping techniques. 

6. Interpersonal skills using tact, patience and courtesy.

7. Oral and written communications skills.

8. Operation of a computer and assigned software.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform various cashiering and accounting duties including identifying transaction errors and working with appropriate departments and individuals to resolve issues.

3. Review student refund requests.

4. Train and provide work direction and guidance to assigned personnel.

5. Make arithmetic computations with speed and accuracy. 

6. Maintain records and prepare reports. 

7. Operate a computer, cash register and other equipment.

8. Plan and organize work. 

9. Establish and maintain cooperative and effective working relationships with others.

10. Communicate effectively both orally and in writing.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Three years general cashier experience.

WORKING CONDITIONS:

ENVIRONMENT:
1.
Indoor work environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a cash register and computer keyboard.

3. Sitting or standing for extended periods of time.

4. Seeing to read a variety of materials and to count money.

DATE APPROVED: March 2006

RANGE: N-46

EEO-CATEGORY: H-40

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Clinic Nurse

BASIC FUNCTION:

Under the direction of the Coordinator of Health Services at De Anza College, perform a variety of health services, including screening and administering immunizations and TB testing; assessing emergency health-related situations and providing first aid to college community; provide accurate health information on a broad range of health issues and make appropriate referrals.  

REPRESENTATIVE DUTIES:

1. Administers immunizations and TB skin tests,

2. Competently performs phlebotomy,

3. Review lab reports and reports abnormal values, 

4. Provides pregnancy testing and counseling,

5. Treats minor injuries,

6. Triages emergencies occurring on campus, 

7. Safely transports injured clients to the health center, 

8. Assist with Family Planning Clinic,

9. Provide accurate health information on abroad range of health issues and refers patients to appropriate community agencies,

10. Perform other duties as assigned by the Coordinator of Health Services.

KNOWLEDGE AND ABILITIES:

1.
Health education, including mental health, sexually transmitted diseases, nutrition, substance abuse, family planning and other related health issues.

2. Oral and written communication skills.

3. Operation of equipment utilize in a medical clinic.

4. Interpersonal skills using tact, patience and courtesy.

5. Policies and objectives of assigned programs and activities.

6. Record-keeping techniques.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Ability to work independently with minimal supervision.

3. Ability to communicate effectively both orally and writing.

4. Establish and maintain cooperative and effective working relationships with others.

5. Provide health information on a broad range of health issues.

6. Maintain records and prepare reports.

7. Maintain current knowledge in the health services field.

8. Analyze situations accurately and adopt an effective course of action.

9. Plan and organize work.

10. Work confidentially with discretion.

11. Work effectively with students, faculty, staff and administrators.

12. Operate a computer for word processing and date entry.

13. Willing to be train to use automated external defibrillator and use if needed

EDUCATION AND EXPERIENCE:

1. Graduation from an accredited School of Nursing

2. Possession of an active California Registered Nurse License.

3. Valid CPR Certificate

WORKING CONDITIONS:


ENVIRONMENT:

1. Office environment

2. Occasional evening hours as needed.

PHYSICAL ABILITIES:

1. Bending at the waist, kneeling or crouching during medical or emergency situations. 

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Hearing and speaking to exchange information and make presentations.

4. Lifting 

5. Pushing and pulling wheelchairs.

6. Reaching overhead, above the shoulders and horizontally.

7. Seeing to assess injuries.

8. Seeing to read a variety of materials.

HAZARDS:

1. Possible contact with blood, blood-borne pathogens and other body fluids.

2. Communicable diseases.

DATE APPROVED:  JUNE 6, 2001

RANGE:  N-60

EEO-CATEGORY:  H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

College Web Coordinator

BASIC FUNCTION:

Under the direction of an assigned supervisor, responsible for the development and implementation of the electronic information architecture and technical content foundation of the college Internet and Intranet web pages. Serve as a technical Web resource and support to the various campus departments and divisions and will be responsible for creating college-centric Web standards as well as investigate, evaluate and implement new Web client technologies.  In collaboration with the college faculty, administrators, marketing staff, graphic designers, district Web administrators, and departmental Web content developers, assists in the creation of policies and procedures to ensure the high quality and effectiveness of materials on the Web site.  Assists the Learning Technologies Group in providing support to faculty and instructional staff and administrators involved in delivering online classes through Foothill Global Access (FGA).  Contribute to the success of college marketing efforts by developing web-based marketing applications.

REPRESENTATIVE DUTIES:

1. Coordinate with the Web Administrator on the college web architecture including Internet and Intranet sites.  Develop and administer the software structural foundation of the college web pages and a uniform web structure.

2. Develop and implement web software applications such as CGI scripts, databases, forms, list serves, search engines, and data collection to improve site function and user friendliness. 

3. Serve as a technical advisor for college web-based media concepts, designs and implementations; participate in college and district policy committees.

4. Maintain day-to-day operations of the college web server; oversee server function and related software.  Design backup and restoring procedures for web server.

5. Integrate various multimedia/web communication applications such as streaming video and audio, video conferencing, chat and bulletin board.

6. Assist the Learning Technologies staff and faculty in supporting of web-based courses, instructional web software and the implementation of online courses as necessary.

7. Maintain a server log for the college web site; develop reports for performance assessment, monitor site usage and make recommendations for improving and streamlining site structure and organization based on data collection.

8. Create, maintain and update web pages on the college site.

9. In collaboration with marketing and editorial staff, maintain and update web-based communication and information pages such as newsletters online information pages.

10. Conduct research to obtain information pertaining to application development tools, designing and developing original web-based applications and management systems for college Internet and intranet use.  Research Web technology and its integration with various business and student information system applications, email, conferencing and related technologies. 

11. Provide consulting services to administrators, faculty, staff and students for college web-based initiatives.

12. Stay current with state-of-the-art web site practices.

13. Other duties as assigned.

KNOWLEDGE AND ABILITIES

KNOWLEDGE OF:

1. Project management and coordination methods.

2. HTML, Web authoring applications, PERL, JAVA, basic Photo-shop, Illustrator and web graphic skills on Macintosh and Windows platforms.

3. Prevalent web course tools such as Etudes, WebCT, Blackboard and or others.

4. The information architecture of the Internet and Intranet.

5. Basic concepts of email systems, streaming Web video systems and collaborative groupware.

6. Intranet applications and design.

7. Marketing methods and techniques using the web.

8. Multi-user operating systems, application packages, hardware, peripherals, servers, communications and networking for both microcomputers and mainframes.

9. Methods and techniques of preparing and coordinating online material and printed publications.

10. Principles of training and supporting technology users.

11. Record keeping techniques.

12. Interpersonal skills using sensitivity, patience and courtesy.

13. Technical aspects of field of specialty.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Administer or assist in the administration of various Web servers and server platforms; ability to analyze and prepare reports based on server logs.

3. Use application software and understand systems utilized for various projects.

4. Maintain current knowledge related to technological advances in the field.

5. Work independently, manage multiple projects and meet timelines and deadlines.

6. Operate various hardware and equipment, including scanners, digital cameras, printers and others. 

7. Establish and maintain cooperative and effective working relationships with others.

8. Work as a member of a team.

9. Communicate effectively orally and in writing.

10. Make presentations to groups and college governance committees.

EDUCATION AND EXPERIENCE

Any combination equivalent to: Bachelor’s degree in a technology-related discipline and three years experience in academic technologies and the development, deployment and implementation of web-based architecture and applications. 

PREFERRED QUALIFICATION:

Also preferred experience with the implementation and delivery of Web-based courseware in a higher education environment, with experience in working with college faculty and other content providers using instructional and pedagogical concepts.

 WORKING CONDITIONS:

1. Office environment.

2. Constant interruptions.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to view a computer monitor.

4. Sitting for extended periods of time.

DATE APPROVED:

RANGE: N-65

EEO-CATEGORY:  H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

College Web Coordinator, Senior

BASIC FUNCTION:
Under the direction of an assigned supervisor, is responsible the system administration, maintenance, and implementation of electronic information architecture and technical content foundation of the college Internet and Intranet web pages; administering the college’s Web servers and related hardware and software: programming databases and e-commerce applications for use in the college environment; collaborating and coordinating with college and district staff as a part of the Web development team; serving as the primary technical resource for the college; providing web-based solutions, ideas, and policies to college staff, departments, and divisions; and investigating, evaluating, and implementing new Web technologies.  In collaboration with college and district staff, assisting in the creation of policies and procedures to ensure quality and effectiveness and materials on the Web; providing support to faculty and staff who are developing online courses and tools; supporting the development and maintenance of instructional content management systems and databases; and contributing to the success of college marketing efforts by developing web-based marketing applications.

REPRESENTATIVE DUTIES:

1. Oversee and manage the college web architecture including Internet and Intranet sites; develop and administer the software structural foundation of the college Web page; develop and administer a uniform web structure; collaborate with ETS. 

2. Oversee and administer college Web servers and server software; in consultation with supervisor and others, establish web architecture standards; ensure college adheres to standards; participate in making recommendations to college and district staff and committees regarding server standards.

3. Maintain day-to-day operations of the college Web server; oversee server functions and related software; establish redundant back up and restoring procedures for the Web server.

4. In coordination with appropriate staff, create, develop, and program original databases and e-commerce applications; develop and implement web software applications to improve site function and user friendliness.

5. Install, configure, and maintain Internet services such as ISP accounts, listservs, newsgroups, bulletin boards, and chat groups in support of college community initiatives, functions, and online courses; integrate various multimedia/web communication applications such as streaming video and audio, video conferencing, chats, and bulletin boards.

6. Write, debug, test, and document various programs using on-line tools, languages, and utilities.

7. Serve as technical advisor for college web-based media concepts, designs, and implementations.

8. Support web-based courses, instructional web software, and instructional web services to administration, faculty, and staff, outside of services provided by Foothill Global Access and the Sakai Program, including on-line applications specific to programs, faculty and instructional web pages, and web-based tool development for student services.

9. Maintain a server log for the college web site; develop reports for performance assessment, monitor site usage, and make recommendations for site improvements and organization based on data collection.

10. Create and maintain web pages on the college web site; maintain and update web-based communications and information pages, such as newsletters.

11. Continuously research web technology and its integration with various business and student information system applications, e-mail, conferencing, newsgroup and related technologies. Stay current with state-of-the-art web site practices, including graphic presentation, interactivity, web marketing, server performance and other relevant areas, and serve as college resource to provide guidance and support in those areas.

12. Develop and oversee the instructional course management database system; oversee the operation of the schedule and catalog database systems; develop course management tools and databases, including online green sheets (syllabi), course outlines, and course portfolios.

13. Provide consultation to the college community on web-based initiatives.

14. Perform other duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Project management and coordination methods.

2. Web authoring applications, languages, and web graphic skills on Macintosh and Windows platforms.

3. Prevalent web course tools.

4. The information architecture of the Internet and Intranet.

5. Basic concepts of email systems, streaming Web audio and video systems, and collaborative groupware.

6. Intranet applications and design.

7. Marketing methods and techniques using the web.

8. Multi-user operating systems, application packages, hardware, peripherals, servers, communications and networking for both microcomputers and mainframes.

9. Methods and techniques of preparing and coordinating online material and printed publications.

10. Course and content management systems.

11. Database authoring and architecture related to web-based applications.

12. Principles of training and supporting technology users.

13. Record keeping techniques.

14. Interpersonal skills using sensitivity, patience and courtesy.

15. Technical aspects of field of specialty.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Administer or assist in the administration of various Web servers and server platforms; ability to analyze and prepare reports based on server logs.

3. Use application software and understand systems utilized for various projects.

4. Maintain current knowledge related to technological advances in the field.

5. Work independently, manage multiple projects and meet timelines and deadlines.

6. Operate various hardware and equipment, including scanners, digital cameras, printers and others. 

7. Establish and maintain cooperative and effective working relationships with others.

8. Work as a member of a team.

9. Communicate effectively orally and in writing.

10. Make presentations to groups and college governance committees.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: Bachelor’s degree in a technology-related discipline and three years experience in academic technologies and the development, deployment, and implementation of web-based architecture and applications. 

PREFERRED QUALIFICATION:

Preferred experience implementation and delivery of Web-based courseware in a higher education environment; experience in working with college faculty and other content providers using instructional and pedagogical concepts.

 WORKING CONDITIONS:

1. Office environment.

2. Constant interruptions.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to view a computer monitor.

4. Sitting for extended periods of time.

DATE APPROVED: June 29, 2005

RANGE: N-70

EEO-CATEGORY:  H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Communications Operator/Receptionist

BASIC FUNCTION:

Under the direction of the Dean of Instruction and Educational Resources, operate a switchboard; perform receptionist and various clerical duties.

REPRESENTATIVE DUTIES:
1. Operate a switchboard; answer and extend calls to appropriate office; provide routine information and assistance; take and transmit messages as requested.

2. Perform a variety of clerical work such as filing as assigned; assist other offices and staff with a variety of clerical duties as directed.

3. Greet, screen and direct visitors to appropriate departments.

4. Train others in the operation of the switchboard.

5. Operate a variety of office equipment as assigned.

6. Assist with receiving, sorting and distributing mail.

7. Update emergency procedures as necessary.

8. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Operation of switchboard.

2. Telephone techniques and etiquette. 

3. Modern office practices, procedures and equipment. 

4. Correct oral and written usage of English. 

5. Interpersonal skills using tact, patience and courtesy. 

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Operate a switchboard.

3. Perform receptionist and clerical duties.

4. Provide information in a clear and understandable manner.

5. Work effectively with constant interruptions.

6. Receive the public tactfully and courteously.

7. Operate assigned office equipment.

8. Type at 35 words net per minute from clear copy. 

9. Establish and maintain cooperative and effective working relationships with others. 

10. Understand and follow oral and written directions.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: One year of clerical experience including the operation of a switchboard.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.

2. Constant interruptions.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person and on the telephone.

2. Dexterity of hands and fingers to operate a switchboard.

3. Sitting for extended periods of time. 

DATE APPROVED: March 1, 1999

RANGE: N-33

EEO-CATEGORY: H-40
FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Community Education and Planetarium Assistant

BASIC FUNCTION:

Under the direction of an assigned supervisor, coordinate the day-to-day activities and operations of the Planetarium at De Anza College.  Perform administrative duties in support of Planetarium and Community Education functions.

REPRESENTATIVE DUTIES:

1. Book and confirm Planetarium shows for schools groups, private parties, and corporate events; respond to inquiries regarding Planetarium shows related to content; advise and consult with individuals and organizations during their use of the facilities.

2. Assist Planetarium staff in setting-up new and current shows for presentation; operate star projector and demonstrate constellations, planets, and other astronomical phenomena, as required; serve as back-up for laser technicians; operate light strobe system.

3. Mask and duplicate star show slides in the Planetarium darkroom; assist in the repair and installation of specialized equipment; replace bulbs and fuses; calibrate and set-up telescopes for viewing; research and collect information on vendors; assist with purchases of specialized equipment.

4. Organize marketing for all Planetarium Public Programs; design and write promotional materials; coordinate show line-up for public presentation.  

5. Coordinate and oversee all weekend Planetarium shows; train others in cash handling, gift shop operations, and ushering; schedule employees for shows and private rentals; hire and train casual and student employees; coordinate with private security company for weekend show security.  

6. Organize gift shop operations, including sales, wholesale purchasing, merchandising, and inventory control. 

7. Coordinate web page content and maintenance for the Planetarium and other Community Education Programs.

8. Liaison with the Astronomy Department head to determine classroom and equipment presentations and requirements.

9. Organize the accounting functions for the Planetarium; maintain monthly and yearly spreadsheets; monitor Planetarium budgets; liaison with credit card providers.  

10. Assist with catalog production, editing, and proofing for Community Education Programs; prepare contracts, agreements, and spreadsheets for Community Education Programs and services; order books, supplies, and instructional materials for classes and programs; maintain databases and mailing lists.

11. Operate a computer utilizing standard and functional-related software and a variety of office equipment.

12. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF:
1. Astronomy and  astronomical coordinate systems, motions, and positions to assist with troubleshooting; star projection systems and star show creation; the night sky and constellation overlay.

2. Photographic darkroom processes, including slide preparation, slide masking, slide reproduction.

3. Planetarium practices and program operations.

4. Website maintenance and software.

5. Marketing and advertising techniques.

6. Budget monitoring and control.

7. Accounting procedures and processes; credit card and cashiering operations; retail gift shop operations. 

8. Operation of a computer terminal and data entry techniques. 

9. Financial and statistical record-keeping techniques. 

10. Modern office practices, procedures, and equipment. 

11. Telephone techniques and etiquette. 

12. Correct English usage, grammar, spelling, punctuation and vocabulary. 

13. Knowledge of basic computer graphics, spreadsheet software, and database management.

14. Excellent customer service skills.

15. Interpersonal skills using tact, patience and courtesy. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Operate basic Planetarium and Laser equipment.

3. Troubleshoot technical problems, including inside the planetarium dome.

4. Perform a variety of administrative and program support activities.

5. Develop and analyze data.

6. Analyze situations accurately and adopt an effective course of action. 

7. Compose independently or from oral instructions letters, memos, or other materials.

8. Read, interpret, apply and explain rules, regulations, policies and procedures. 

9. Maintain records and prepare reports. 

10. Communicate effectively both orally and in writing. 

11. Meet schedules and time lines. 

12. Multitask in a complex environment with set timelines, constant interruptions, and heavy public contact.

13. Ability to learn new technologies.

14. Oversee a retail gift shop operation.

15. Establish and maintain cooperative and effective working relationships with others. 

16. Work confidentially with discretion. 

EDUCATION AND EXPERIENCE:

Any combination equivalent to: Associate’s degree in a related field and three years related work experience in a Planetarium setting or other science related entity.

LICENSES AND OTHER REQUIREMENTS:

Some positions in this class may be required to speak, read and write in a designated second language.

WORKING CONDITIONS:


ENVIRONMENT:
1. Office environment.

2. Planetarium environment, dark and cold settings.

3. Constant interruptions.

4. Odd Hours:  Saturday nights and some weekend afternoons required.

PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information in person or on the telephone. 

2. Dexterity of hands and fingers to operate a computer keyboard and to perform equipment repairs.

3. Seeing to read a variety of materials.

4. Standing for extended periods of time. 

5. Lifting, carrying, pushing or pulling HEAVY objects. 

6. Reaching overhead, above the shoulders and horizontally. 

7. Bending at the waist, kneeling or crouching for moderate to long periods of time.

DATE APPROVED:  April 27, 2005

RANGE: N-46

EEO-CATEGORY: H-50

 FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Community Education Program and Publications Coordinator

BASIC FUNCTION:

Under the direction of an assigned supervisor, provide overall direction and guidance to the day-to-day operations, problem solving and decision making regarding the Short Courses program in Community Education; implement program policies and guidelines; provide for program reporting and accountability; provide work direction and guidance to other program personnel; monitor program budgets.  The position is also responsible for creating and coordinating the publication of print and web-based media for the Community Education Programs.  

REPRESENTATIVE DUTIES:
1. Provide overall direction and guidance to the day-to-day operations, problem solving and decision making regarding the Short Course Program and assist with the Extended Year Program.

2. Recruit new Short Course instructors; hire, supervise, and evaluate Short Course instructors; observe and evaluate selected Short Course offerings each quarter. 

3. Negotiate course pricing and administer instructor contractual agreements.

4. Provide work direction and guidance to others assigned to the program; assign work to other classified personnel, students, volunteers and others; provide input to performance evaluations.

5. Develop, recommend and implement Short Course program plans and objectives; coordinate delivery of services to program participants; assure participation guidelines are followed.

6. Assure program expenditures are within allocated budgets; monitor budgets; propose budget changes and participate in project budget applications as necessary.

7. Establish appropriate linkages to special populations or community groups served; promote program through participation in advocacy groups, associations and other local, regional or national organizations.

8. Assure program compliance with federal, State, and District program guidelines.

9. Serve as liaison between program personnel, participants, clients, administrators, faculty and students; provide information, program requirements and other pertinent information.

10. Develop and maintain positive customer relations; manage and resolve complaints.

11. Assist registrar during heavy registration periods.

12. Prepare reports as required, including the quarterly Board report for Short Course review; attend Board meetings as required.

13. Develop, recommend, and implement Short Courses marketing program plans and objectives.

14. Assist in curriculum planning and development; provide input to faculty and staff regarding program offerings.

15. Research and develop new Short Courses each quarter; write new course descriptions for the Short Courses Catalog; rewrite course descriptions as needed.  

16. Develop, administer, and evaluate current Short Courses program materials.

17. Conceptualize and design media and publication components electronically using current publishing software; coordinate and serve as senior editor for Community Education publications; provide creative direction, supervise and review work, and implement publication schedules and timelines.

18. Supervise editorial content for the Community Education web site; write and review content for the web site; design graphic content; develop and maintain graphic elements for the Community Education web site; update web page as necessary.  

19. Coordinate and manage catalog production including compiling, editing, and final editing; prepare catalog in an electronic format for pre-press operations; communicate specific file requirements with outside printer.  

20. Oversee the distribution of the Department’s catalogs.

21. Implement and maintain in-house graphic design department; research and recommend software and hardware upgrades.

22. Serve as program administrator in the absence of program supervisors.

23. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Planning and coordinating the day-to-day activities of assigned program.

2. Policies, objectives and goals of assigned program.

3. Development and presentation of programs and workshops.

4. Applicable laws, codes, regulations, policies and procedures related to assigned program.

5. Budget monitoring and control.

6. Oral and written communication skills. 

7. Computer graphics, word processing, and desktop publishing.  Must be familiar with sending electronic desktop publishing files to printer.

8. Computer graphic hardware and software including scanning equipment.

9. Graphic art design techniques.

10. Methods, equipment and materials used in graphic art.

11. Web site operations and ability to update web pages. Methods and techniques of preparing and coordinating online material.

12. Marketing Methods and techniques.

13. Principles of training and providing work direction to others.

14. Strong Interpersonal skills using tact, patience and courtesy. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Provide overall direction and guidance to the day-to-day operations, problem solving and decision-making regarding an assigned program.

3. Implement program policies and guidelines.

4. Provide for program reporting and accountability.

5. Prepare comprehensive program reports and reviews.

6. Provide work direction and guidance to other program personnel.

7. Monitor program budgets.

8. Interpret, apply and explain rules, regulations, policies and procedures. 

9. Establish and maintain cooperative and effective working relationships with others. 

10. Operate a computer and assigned office equipment.

11. Analyze situations accurately and adopt an effective course of action. 

12. Meet schedules and time lines. 

13. Work independently with little direction. 

14. Plan and organize work. 

15. Remain current regarding trends in assigned field.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in a related field and five years related work experience.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.

2. Involves travel to commercial kitchens, dance studios, and other relevant places where Short Courses will be conducted.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information and make presentations.

2. Dexterity of hands and fingers to operate a computer keyboard. 

3. Seeing to read a variety of materials.

4. Bending at the waist, kneeling or crouching.

5. Lifting moderately heavy objects.

DATE APPROVED:  June 24, 2003

RANGE: N-56

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Community Service Officer

BASIC FUNCTION:

Under the direction of an assigned supervisor, patrol assigned areas and issue citations to illegally parked vehicles to maintain control of vehicles parked on campus; promote campus safety and control.

REPRESENTATIVE DUTIES:
1. Patrol assigned areas and issue citations to illegally parked vehicles to maintain control and security of vehicles parked on campus; promote campus safety and control.

2. Prepare reports involving various situations including burglary, petty theft, lost and found items, traffic accidents and other criminal reports; meet with victims and examine evidence as necessary.

3. Perform traffic control for the campus; direct traffic as needed; serves as officer in charge for traffic accidents.

4. Communicate with individuals in person or on the telephone regarding disturbance complaints and parking citation complaints; investigate complaints.

5. Operate a computer, two way radio, patrol vehicle, traffic control equipment and other assigned equipment; maintain cleanliness and up-keep of security vehicles.

6. Assure security of buildings; lock and unlock doors and turn alarmed buildings on and off.

7. Load parking permit machines; perform preventive maintenance as necessary; oversee the collection of parking permit monies as required.

8. Respond to emergency calls and disturbances on campus as assigned.

9. Train and provide work direction to assigned staff as directed.

10. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. City, State and federal civil and criminal statutes.

2. Policies and procedures for performing citizen’s arrests.

3. Provisions pertaining to traffic and crowd control.

4. Investigating and report writing.

5. Operation of a computer and assigned equipment.

6. Record-keeping techniques. 

7. Oral and written communication skills. 

8. Interpersonal skills using tact, patience and courtesy. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Patrol assigned areas and issue citations to illegally parked vehicles to maintain control of vehicles parked on campus.

3. Promote campus safety and control.

4. Interpret, apply and explain rules, regulations, policies and procedures. 

5. Analyze situations accurately and adopt an effective course of action. 

6. Establish and maintain cooperative and effective working relationships with others. 

7. Communicate effectively both orally and in writing. 

8. Operate a computer and assigned equipment.

9. Observe legal and defensive driving practices. 

10. Work independently with little direction. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: College-level course work in criminal science or related field and one year security experience.

WORKING CONDITIONS:

ENVIRONMENT:
1. Indoor and outdoor work environment.

2. Driving a vehicle to conduct work.

3. Adverse weather conditions. 

4. Regular exposure to fumes and odors.


PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate assigned equipment.

3. Seeing to read various materials.

4. Standing or walking for extended periods of time; bending at the waist, kneeling or crouching.

5. Lifting moderately heavy objects; reaching overhead, above the shoulders and horizontally during traffic control.

HAZARDS:
1. Contact with dissatisfied or abusive individuals. 

DATE APPROVED: March 1, 1999

RANGE: N-35

EEO-CATEGORY: H-70

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Community Service Officer, Senior

BASIC FUNCTION:

Under the direction of an assigned supervisor, oversee the collection of parking monies and the maintenance and repair of parking permit machines as well as patrol assigned areas and issue citations to illegally parked vehicles to maintain control of vehicles parked on campus; promote campus safety and control.

REPRESENTATIVE DUTIES:
2. Patrol assigned areas and issue citations to illegally parked vehicles to maintain control and security of vehicles parked on campus; promote campus safety and control.

3. Prepare reports involving various situations including burglary, petty theft, lost and found items, traffic accidents and other criminal reports; meet with victims and examine evidence as necessary.

4. Oversee the collection of and collect monies from Special Events and parking machines; assure correct count of funds; coordinate the delivery and deliver all monies to proper destination.

5. Coordinate the repair and repair mechanical/computerized parking permit machines.

6. Coordinate the maintenance of parking garages and parking lots.

7. Coordinate the delivery and deliver student parking supplies to proper destination.

8. Coordinate and perform traffic control for the campus; direct traffic as needed; serve as officer in charge for traffic accidents.

9. Communicate with contractors for various services, including security officers, radio repair, and vehicle and glass repair.

10. Communicate with individuals in person or on the telephone regarding disturbance complaints and parking citation complaints; investigate complaints.

11. Operate a computer, two way radio, patrol vehicle, traffic control equipment and other assigned equipment; maintain cleanliness and up-keep of security vehicles.

12. Assure security of buildings; lock and unlock doors and turn alarmed buildings on and off.

13. Respond to emergency calls and disturbances on campus as assigned.

14. Inspect all fire-fighting equipment in garage and security vehicles.

15. Train security and parking officers to properly write parking citations.

16. Train and provide work direction to assigned staff as directed.

17. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. City, State and federal civil and criminal statutes.

2. District rules and regulations.

3. Policies and procedures related to security and parking programs and POST regulations.

4. Provisions pertaining to traffic and crowd control.

5. Investigation and report writing.

6. Principles and practices of training and providing work direction.

7. Operation of a computer and assigned equipment.

8. Record-keeping techniques.

9. Oral and written communication skills. 

10. Interpersonal skills using tact, patience and courtesy. 

11. Law enforcement terms and procedures.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Patrol assigned areas and issue citations to illegally parked vehicles to maintain control of vehicles parked on campus.

3. Promote campus safety and control.

4. Prepare reports.

5. Establish and maintain cooperative and effective working relationships with others.

6. Train and provide work direction to assigned staff.

7. Interpret, apply and explain rules, regulations, policies and procedures. 

8. Analyze situations accurately and adopt an effective course of action. 

9. Establish and maintain cooperative and effective working relationships with others. 

10. Communicate effectively both orally and in writing. 

11. Operate a computer and assigned equipment.

12. Observe legal and defensive driving practices. 

13. Work independently with little direction. 

14. Repair parking permit machines.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: College-level course work in criminal science or related field and one year security experience.  POST certified in Traffic 101A and to legally write police reports and non-injury traffic accidents.

LICENSES AND OTHER REQUIREMENTS:
1. Valid California driver's license. 

2. Valid First Aid and CPR Certificates.

WORKING CONDITIONS:

ENVIRONMENT:

1. Indoor and outdoor work environment.

2. Driving a vehicle to conduct work.

3. Adverse weather conditions. 

4. Regular exposure to fumes and odors.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate assigned equipment.

3. Seeing to read various materials.

4. Standing or walking for extended periods of time; bending at the waist, kneeling or crouching.

5. Lifting moderately heavy objects; reaching overhead, above the shoulders and horizontally during traffic control.

HAZARDS:

1. Contact with dissatisfied or abusive individuals. 

DATE APPROVED:  June 2, 2003

RANGE: N-39

EEO-CATEGORY: H-70

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Compliance and Benefits Assistant

BASIC FUNCTION:

Under the direction of an assigned supervisor, perform a variety of activities in support of the Human Resources department in the areas of legal compliance, employee benefits, human resources and insurance programs.

REPRESENTATIVE DUTIES:

1. Creates, maintains and updates the diversity and legal compliance web pages, and the health and welfare web pages.                 

2. Schedules and prepares material for new employee orientations; prepares handouts, packets and related materials; sets up room and equipment.

3. Assists in the presentation of new employee orientation sessions.
 

4. Assists in the coordination of Sexual Harassment and other District wide training activities; disseminates notices via hard copy and electronically schedules employees for training; 

maintains training databases; prepares training packets, certificates and other related material 

as needed; schedules and sets up room ensuring that all required equipment and material is available and functioning.


       

5. Creates and maintains legal files; updates sexual harassment training database; prepares reports generated from database. 

6. Provides administrative support for all aspects of harassment and discrimination complaints including scheduling interviews, transcribing tapes of sexual harassment and discrimination complaint investigative interviews as needed; assisting in the distribution of investigative reports; composing letters; tracking compliance issues with State Chancellor’s office.





         




        

7. Assists Benefits and Workers’ Compensation Analyst with data input, open enrollment, responding to benefit questions, annual retiree Medicare verification; other related duties. 


8. Provides back up for Employment Services as needed.


9. Orders office supplies; maintains inventory; processes check requests and purchase requisitions.



10. Word-processes a variety of materials including correspondence, reports, and forms.  Assists with the processing of employee evaluations.





       

11. Receives and directs visitors of materials including correspondence, reports, and forms.


12. Provides clerical and administrative support to the Director of Human Resources and assists the Executive Assistant with special projects.



13. Performs related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF: 

1. Human Resource office functions, practices and procedures related to assigned activities.

2. Employee benefits practices, policies and procedures.

3. Effective methods used in employment and recruiting practices.

4. Record-keeping techniques.

5. Financial and record-keeping techniques.

6. Modern office practices, procedures and equipment. 

7. District organization, operations, policies and objectives. 

8. Oral and written communication skills. 

9. Interpersonal skills using tact, patience and courtesy. 


ABILITY TO:
1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform a variety of activities in support of the Human Resources department.

3. Provide information regarding District fringe benefit and insurance programs.

4. Assure current and accurate records of assigned employee groups.

5. Monitor temporary employees for PER’s membership compliance.

6. Maintain records and prepare reports. 

7. Communicate effectively both orally and in writing. 

8. Establish and maintain cooperative and effective working relationships with others. 

9. Work independently with little direction. 

10. Plan and organize work; meet schedules and time lines. 

11. Operate a computer and other office equipment as assigned.

12. Work confidentially with discretion. 

EDUCATION AND EXPERIENCE:
Any combination of education and experience equivalent to: Associate’s degree in business administration with coursework in human resources and two years of work experience involving frequent public contact.

WORKING CONDITIONS:

ENVIRONMENT:
1. Office environment.


2. Constant interruptions.


PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting for extended periods of time.

HAZARDS:
Contact with dissatisfied or abusive individuals. 

DATE APPROVED: 

RANGE: N-42

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Computer Laboratory Instructional Coordinator

BASIC FUNCTION:

Under the direction of an assigned supervisor, oversee day-to-day activities and maintain and assign instructional computer labs and equipment; provide specialized instructional assistance and technical support to students and faculty computer users.

REPRESENTATIVE DUTIES:
1. Perform complex tasks related to the operation and maintenance of assigned instructional computer laboratories.

2. Oversee the day-to-day operations of assigned instructional computer lab including performing opening and closing procedures; perform lab equipment and facility maintenance as necessary.

3. Diagnose and repair computer hardware and software problems including upgrading hardware as necessary.

4. Assist students with programming assignments, concepts, operating systems, applications and equipment problems.

5. Advise faculty and staff on new or upgraded instructional systems; communicate with faculty regarding future needs; evaluate, price and recommend equipment and software purchases for lab materials and supplies.

6. Establish and enforce lab rules and policies by monitoring lab utilization and communicating with other faculty and staff.

7. Prepare and maintain documentation and prepare handouts on lab procedures and operating systems usage.

8. Assist with marketing lab program as assigned; design and prepare ads, flyers and brochures; contact newspapers and other publications for information and prepare ads.

9. Operate various computers and peripheral equipment.

10. Prepare and maintain various records and files; create, monitor and maintain student accounts as assigned.

11. Train and provide work direction to assigned personnel.

12. Participate in a variety of division, staff and college meetings and workshops.

13. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Computer hardware systems, software applications.

2. Applicable programming languages.

3. Methods and procedures of operating electronic computers and peripheral equipment. 

4. Diagnostic techniques and procedures. 

5. Technical aspects of field of specialty. 

6. Oral and written communication skills. 

7. Interpersonal skills using tact, patience and courtesy. 

8. Record-keeping techniques. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform complex tasks related to the operation and maintenance of assigned instructional computer laboratories.

3. Oversee and maintain instructional computer labs and equipment.

4. Assist and advise students, faculty and staff in utilizing facilities and equipment.

5. Set up, configure and install computer hardware, software and file systems.

6. Diagnose and repair basic system malfunctions and maintain system operation. 

7. Provide technical guidance and recommendations concerning existing computer programs and systems. 

8. Maintain current knowledge of technological advances in the field.

9. Communicate effectively both orally and in writing. 

10. Interpret, apply and explain rules, regulations, policies and procedures. 

11. Analyze situations accurately and adopt an effective course of action. 

12. Work independently with little direction. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in computer science and two years experience in a computer lab environment.

WORKING CONDITIONS:

ENVIRONMENT:

1.
Laboratory environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting or standing for extended periods of time.

DATE APPROVED: March 1, 1999

RANGE: N-52

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Computer Laboratory Operations Coordinator

BASIC FUNCTION:

Under the direction of an assigned supervisor, oversee day-to-day maintenance and repair of assigned instructional computer labs and equipment; provide technical support to computer users.

EXAMPLES OF DUTIES AND RESPONSIBILITIES:

1. Perform complex tasks related to the operation and maintenance of assigned instructional computer laboratories.

2. Oversee the day-to-day operations of assigned instructional computer tab including performing opening and closing procedures; perform lab equipment and facility maintenance as necessary.

3. Diagnose and repair computer hardware and software problems including upgrading hardware as necessary.

4. Assess user problems and recommend hardware and software solutions; assist with setting up processes and procedures for recommended hardware and software.

5. Install, configure and test software configurations over multiple computer platforms.

6. Advise faculty and staff on new or upgraded instructional systems; communicate with faculty regarding future needs; evaluate, price and recommend equipment and software purchases for lab materials and supplies.

7. Establish and enforce lab rules and policies by monitoring lab utilization and communicating with other faculty and staff.  

8. Prepare and maintain documentation and handouts on lab procedures and operating systems usage.  

9. Operate various computers and peripheral equipment.  

10. Prepare and maintain various records and files related to assigned activities.

11. Train and provide work direction to assigned personnel.  

12. Participate in a variety of division, staff and college meetings and workshops.

13. Perform related duties as assigned.

EMPLOYMENT STANDARDS:
Knowledge:

1. Computer hardware systems, software applications.

2. Applicable programming languages.

3. Methods and procedures of operating electronic computers and peripheral equipment.

4. Diagnostic techniques and procedures.

5. Aspects of field of specialty.

6. Oral and written communication skills.

7. Interpersonal skills using tact, patience and courtesy.

8. Record-keeping techniques.

Ability:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Perform complex tasks related to the operation and maintenance of assigned instructional computer laboratories.

3. Oversee and maintain instructional computer labs and equipment.

4. Set up, configure and install computer hardware, software and file systems.

5. Diagnose and repair basic system malfunctions and maintain system operation.

6. Provide technical guidance and recommendations concerning existing computer programs

7. and systems.

8. Maintain current knowledge of technological advances in the field.

9. Communicate effectively both orally and in writing.

10. Interpret, apply and explain rules, regulations, policies and procedures.

11. Analyze situations accurately and adopt an effective course of action.

12. Work independently with little direction.

Education and experience:
Any combination equivalent to: Bachelor's degree in computer science and two years experience in a computer lab environment.
WORKING CONDITIONS:

Environment:
1.
Laboratory environment.

Physical Abilities:
1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting or standing for extended periods of time.

DATE APPROVED: March 1, 1999

RANGE: N-52

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Computer Operations Coordinator
BASIC FUNCTION:

Under the direction of an assigned supervisor, coordinate and oversee the scheduling and operation of various production activities associated with Data Services. Assure proper operation and staffing of District’s data processing clustered and support equipment; train and provide technical work direction and guidance to computer operators and student employees; create and maintain procedural and information manuals and other materials.

REPRESENTATIVE DUTIES:
1. Oversee, coordinate and schedule computer operations and control staff and related functions; schedule production jobs, system back-ups and microfiche activities; assure activities are performed in a timely and accurate manner.

2. Communicate to users the status of projects, operations and related matters.

3. Develop and maintain operator training programs, documentation and procedures; analyze and update documentation as needed.

4. Prepare operations procedures manual and maintain current documentation.

5. Establish standards for controlling work flow and integrity of data through the production process and for assuring quality of production work; maintain security of materials, equipment and information located within the facility.

6. Notify supervisors or programmers regarding system error or failures; identify and resolve production problems and operational issues; refer issues to appropriate staff as needed; respond to calls regarding hardware failures; remain on-call for emergency situations.

7. Train and provide technical work direction and guidance to computer operators and student employees; prepare daily schedules and assign work as directed; collect and verify time sheets.

8. Arrange for hardware and system software maintenance contracts; work with outside vendors to provide a reliable hardware environment.

9. Plan for the efficient layout of computer equipment including installation, relocation and removal of equipment.

10. Prepare and maintain assigned department files and records including software installations, licenses and other related files; catalog supporting documentation.

11. Maintain inventory of equipment and supplies; arrange for disposition of surplus or obsolete equipment; initiate work orders, purchase requisitions and other requests for the department; assist in budgeting of hardware.

12. Assure a clean and safe working environment; develop and maintain a physical security plan and site disaster plans.

13. Assist with computer operations as needed.

14. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Hardware components associated with Data Services.

2. Large computer operating system, networking, tape management and text editors.

3. Computer hardware and software concepts and theory.

4. Operating procedures and corrective action to take in case of malfunction.

5. Principles and practices of training and providing work direction to others.

6. Interpersonal skills using tact, patience and courtesy.

7. Proper operation of computers and related peripherals.

8. Modern office practices, procedures and equipment.

9. Record-keeping techniques.

10. Technical aspects of field of specialty.

ABILITY TO:

3. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

4. Coordinate and oversee the scheduling and operation of various production activities associated with Data Services.

5. Assure proper operation and staffing of District’s data processing clustered and support equipment.

6. Train and provide technical work direction and guidance to computer operators and student employees.

7. Create and maintain procedural and information manuals and other materials.

8. Analyze failures and contact proper vendor or staff to assure timely repairs.

9. Operate assigned data processing computer and peripheral equipment.

10. Monitor hardware and computer room conditions.

11. Plan and organize work.

12. Establish and maintain effective working relationships with others.

13. Communicate effectively both orally and in writing.

14. Meet schedules and time lines.

15. Analyze situations accurately and adopt an effective course of action.

16. Maintain records and prepare reports.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in computer science, management information systems or related field and five years increasingly responsible operational and data communications experience including three years experience in computer operations.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office and computer room environment.

2. Noise from computer operations.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Seeing to view a computer monitor.

3. Dexterity of hands and fingers to operate a computer keyboard.

4. Lifting, pushing and pulling moderately heavy objects.

5. Sitting for extended periods of time.

6. Bending at the waist, kneeling or crouching.

DATE APPROVED: March 1, 1999

RANGE: N-55

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Computer Operator

BASIC FUNCTION:

Under the direction of an assigned supervisor, operate a mainframe computer system and peripheral equipment for the District; run production jobs as requested by staff; perform clerical duties as necessary.

DISTINGUISHING CHARACTERISTICS:
The Computer Operator works relatively independently in monitoring and resolving problems in addition to controlling and altering runs to meet pre-established priorities.  The Senior Computer Operator serves in a lead capacity and coordinates all other operators, informs them of changes in procedures and duties, prepares them for changes through training, and provides a smooth operations unit.

REPRESENTATIVE DUTIES:
1. Operate a mainframe computer system and peripheral equipment including a console, magnetic tape library, decollator, laser and line printers and other related equipment.

2. Input information into the mainframe computer as necessary; run and monitor jobs and other data requests; distribute information as needed.

3. Monitor the computer system and equipment; replace tapes and initialize new tapes as necessary; prepare tapes for microfiche and page printing; maintain the tape library.

4. Contact vendors and schedule repairs for equipment when necessary; monitor and replace supplies.

5. Maintain back up system files and disks according to established timelines and procedures.

6. Prepare and maintain records and reports related to assigned activities.

7. Perform clerical duties as required including printing, sorting and distributing reports, cleaning and maintaining computer equipment, and other related duties.

8. Communicate with District personnel regarding requests and production of reports, upgrading the computer system, and equipment and software problems.

9. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

a. Operation of a mainframe computer system and peripheral equipment.

b. Principles and practices of data processing, entry and control functions.

c. Oral and written communication skills. 

d. Basic record-keeping techniques. 

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Operate mainframe computer systems and peripheral equipment properly and efficiently.

3. Run production jobs as requested by staff.

4. Make routine equipment adjustments and perform routine maintenance. 

5. Detect errors in the material and data being processed. 

6. Understand and follow oral and written directions.

7. Maintain assigned records and reports.

8. Communicate effectively both orally and in writing. 

9. Meet schedules and time lines. 

10. Establish and maintain cooperative and effective working relationships with others. 

11. Prioritize and schedule work.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: College-level course work in computer systems and two years experience operating a computer console.

WORKING CONDITIONS:

ENVIRONMENT:

1. Indoor work environment.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting for extended periods of time.

5. Lifting, carrying, pushing or pulling moderately heavy boxes of paper.

6. Bending at the waist, kneeling or crouching.

HAZARDS:

Extended viewing of computer monitor. 

DATE APPROVED: March 1, 1999

RANGE: N-41

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Computer Operator, Senior

BASIC FUNCTION:

Under the direction of an assigned supervisor, operate a mainframe computer system and peripheral equipment for the District; run production jobs as requested by staff; perform clerical duties as necessary.

DISTINGUISHING CHARACTERISTICS:
The Computer Operator works relatively independently in monitoring and resolving problems in addition to controlling and altering runs to meet pre-established priorities.  The Senior Computer Operator serves in a lead capacity and coordinates all other operators, informs them of changes in procedures and duties, prepares them for changes through training, and provides a smooth operations unit.

REPRESENTATIVE DUTIES:
1. Operate a mainframe computer system and peripheral equipment including a console, magnetic tape library, decollator, laser and line printers and other related equipment. 

2. Input information into the mainframe computer as necessary; run and monitor jobs and other data requests; distribute information as needed.

3. Monitor the computer system and equipment; replace tapes and initialize new tapes as necessary; prepare tapes for microfiche and page printing; maintain the tape library.

4. Contact vendors and schedule repairs for equipment when necessary; monitor and replace supplies.

5. Maintain back up system files and disks according to established timelines and procedures.

6. Prepare and maintain records and reports related to assigned activities.

7. Perform clerical duties as required including printing, sorting and distributing reports, cleaning and maintaining computer equipment, and other related duties.

8. Communicate with District personnel regarding requests and production of reports, upgrading the computer system, and equipment and software problems.

9. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Operation of a mainframe computer system and peripheral equipment.

2. Principles and practices of data processing, entry and control functions.

3. Oral and written communication skills. 

4. Basic record-keeping techniques. 

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Operate mainframe computer system and peripheral equipment properly and efficiently.

3. Run production jobs as requested by staff.

4. Make routine equipment adjustments and perform routine maintenance. 

5. Detect errors in the material and data being processed. 

6. Understand and follow oral and written directions.

7. Maintain assigned records and reports.

8. Communicate effectively both orally and in writing. 

9. Meet schedules and time lines. 

10. Establish and maintain cooperative and effective working relationships with others. 

11. Prioritize and schedule work.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s Degree supplemented by college-level course work in computer systems and four years experience operating a computer console.

WORKING CONDITIONS:

ENVIRONMENT:

1. Indoor work environment.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting for extended periods of time.

5. Lifting, carrying, pushing or pulling moderately heavy boxes of paper.

6. Bending at the waist, kneeling or crouching.

HAZARDS:

1. Extended viewing of computer monitor. 

DATE APPROVED: March 1, 1999

RANGE: N-45

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Computer Project Coordinator

BASIC FUNCTION:

Under the direction of the an assigned supervisor, coordinate and support large scale projects as assigned; analyze user needs and develop solutions to best utilize the District’s staff and computing resources; train and provide work direction to assigned personnel. 

REPRESENTATIVE DUTIES:
1. Coordinate and support large scale projects as assigned; train and provide work direction to assigned personnel in support of the project; establish timelines, costs and staffing needs for projects; determine system requirements.

2. Analyze user needs and develop solutions to best utilize the District’s staff and computing resources; utilize State-of-the-art computer hardware and software tools; make recommendations regarding the purchase of hardware or software as needed.

3. Lead a team of programmers, support and system staff in designing the relational database, installing and testing system software and writing programs for users.

4. Coordinate staff, faculty and management to define needs, design interfaces and refine calculations; collaborate with management to develop reports to be utilized as a tool in the evaluation of programs.

5. Prepare and maintain a variety of State-required reports; update task lists and status reports as needed.

6. Enhance existing systems; support and maintain systems developed in-house as needed; catalog and schedule systems as necessary.

7. Coordinate help desk and desktop computing support as assigned.

8. Assist in developing and preparing the preliminary budget for the Department as assigned.

9. Attend meetings as assigned; maintain current knowledge of technological advances in the field.

10. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Multi-user operating systems, applications packages, hardware, peripherals, tools and languages utilized by the District.

2. Principles, methods and problems of operating various computer and peripheral equipment.

3. Research and analysis techniques as related to computer programming.

4. Principles of training and providing work direction. 

5. Record-keeping techniques. 

6. Oral and written communication skills. 

7. Interpersonal skills using tact, patience and courtesy. 

8. Technical aspects of field of specialty. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Coordinate and support large-scale projects as assigned.

3. Analyze user needs and develop solutions to best utilize the District’s staff and computing resources.

4. Participate in writing or modifying programs to meet user needs. 

5. Train and provide work direction to others. 

6. Communicate effectively both orally and in writing. 

7. Analyze situations accurately and adopt an effective course of action. 

8. Establish and maintain cooperative and effective working relationships with others. 

9. Meet schedules and time lines. 

10. Plan and organize work. 

11. Work independently with little direction. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in computer science or related field and five years experience as a programmer analyst with involvement in user support services.

WORKING CONDITIONS:

ENVIRONMENT:
1. Office environment.

2. Constant interruptions. 


PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer and peripheral equipment.

3. Seeing to read various materials.

4. Sitting for extended periods of time.

DATE APPROVED: March 1, 1999

RANGE: N-73

EEO-CATEGORY: H-30

 FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Customer Service Assistant

BASIC FUNCTION:

Under the direction of an assigned supervisor, assists in the design and implementation of processes and policies to ensure the delivery of a consistently high level of customer service.

REPRESENTATIVE DUTIES:

1. Promote a customer service oriented culture in the Bookstore.

2. Implement scheduling of regular and seasonal cashier staff. 

3. Ensure the accuracy of non-classified employee data for payroll purposes. Under supervision, monitors attendance as directed to meet established staffing and payroll expense requirements of the Bookstore. Prepare, file and distribute personnel paperwork and time sheets for employees.

4. Ensure the general cleanliness of the store and assigns cleaning responsibilities as necessary.

5. Train new employees in proper telephone etiquette and ensure Bookstore’s main phone is staffed at all times.

6. Coordinate outgoing messages on Audix system and Info-mania to ensure timely and accurate dissemination of information. Ensures the timely return of voice mail messages when necessary.

7. Ensure employee compliance with established customer service policies and procedures.

8. Respond to customer and employee questions or problems in person and on the telephone as needed.

9. Operate a computer, cash register and other assigned bookstore equipment.

10. Assist with training and providing work direction to temporary, part-time and casual employees.

11. Act as backup for Accounting Assistant (A/R).

12. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF:

1. Bookstore terminology, practices and techniques.

2. Modern office practices, procedures and equipment.

3. Operation of a computer and assigned equipment.

4. Record-keeping techniques. 

5. Oral and written communication skills. 

6. Interpersonal skills using tact, patience and courtesy. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Assist in the day-to-day operation of the bookstore including opening and closing procedures.

3. Communicate effectively both orally and in writing. 

4. Maintain records and prepare reports. 

5. Establish and maintain cooperative and effective working relationships with others. 

6. Operate a computer and assigned equipment.

7. Apply and explain rules, regulations, policies and procedures. 

EDUCATION AND EXPERIENCE:

Any combination equivalent to: One year experience in a customer environment.

WORKING CONDITIONS:


ENVIRONMENT:

1. Bookstore environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person and on the telephone.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Standing for extended periods of time.

5. Bending at the waist, kneeling or crouching.

DATE APPROVED: MAY 31, 2000

RANGE: N-37

EEO-CATEGORY: H-40
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