Position: Disabled Students Programs & Services Position Number:
Lead Specialist (DSP&S)

Department/Site: Student Affairs FLSA: Non-Exempt — (Classified
CSEA)
Reports to: Director, dean, or other administrator in Salary Range: 34

assigned area

DESCRIPTION:
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e Train and assist DSP&S students in the operation of various adaptive computer technologies
and adaptive equipment, and provide related technical assistance and consultation to campus
community.

e Plan and conduct individual group student orientations on DSP&S accommodation procedures.

e Conduct an analysis of longitudinal data involving student enrollment, service and
accommodation utilization, as well as retention, persistence, and success rates.

e Participate in the implementation of student retention strategies regarding department Student
Learning Outcomes (SLOs), including self-advocacy, independence, and self-management; assist
in planning and evaluating DSP&S accommodation services.

e Produce instructional and student services materials in alternate formats, such as Braille, large
print, e-text, audio, and other appropriate formats.

e Determine eligibility of students with disabilities for appropriate services, accommodations,
and funding for DSP&S from the Chancellor’s Office; enter data into the appropriate
management information system for funding from the Chancellor’s Office.

e Serve as liaison between DSP&S and other departments, individuals on campus and agencies in
the community, and make referrals to appropriate agencies.

e Assist students in completing college-related documents and for in
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Office, lab, and classroom settings, customer service areas, student learning labs, and other work spaces;
may travel to worksites of partner institutions.

Physical Effort: Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential duties.

e Physical, mental, and emotional stamina to perform the duties and responsibilities of the position,
including sitting at a computer for long periods of time.

e Manual dexterity sufficient to write, use telephone, and business machines for extended periods of time

» Vision sufficient to read printed materials

e Hearing sufficient to conduct in person and telephone conversations (approximately 60 decibels)

e Speaking ability in an understandable voice with sufficient volume to be heard in normal conversational
distance or on the telephone

« Physical mobility sufficient to move about the work environment
e Physical tolerance to be exposed to dust, pollen, and other aspects of indoor office air.
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