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& Principles and practices of technology and softwere for databases, accounting, spreadsheets, and other
business processes.

& Budget development, administrative practices, and organizational and management practices as applied to the
analysis and evaluation of projects, programs, policies, procedures, and operational needs.

& Principles and practices of employee supervision, including work planning, assignment, review and
evaluation, and the training of staff in work procedures.

& Technical, legal, financial, and public relations issues associated with the management of District categorical
functions and programs.

& Methods and techniques for the development of presentations, business correspondence, and information
distribution; research and reporting methods, techniques, and procedures.

& Principles and procedes of record keeping, technical report writing, and preparation of correspondence and
presentations.

2 Principles and practices of adult basic education programs that are required to fulfill the objectives of the
Consortium, including job training, CalWORK&hd other programs.

& Techniques for effectively representing the District in contacts with governmental agencies, community
groups, and various business, professional, educational, regulatory, and legislative organizations.

& Techniques for providing a hi(g)sh n
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Education and Experience:

& A master's degree from a college or university accredited by a regional accrediting agency recognized by the
United States Department of Education, and

& Two (2) years of formal training, internship, or leadership experience in education

Licenses and Certiications:

& Possession of, or ability to obtain, a valid California Driver’s License by time of appointment.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer, and to operate a motor vehicle to visit various District and meeting sites; vision to read printed
materials and a computer screen; and hearing and speech to communicate in person and over the telephone
Standing in and walking between work areas is frequeatiyired. Finger dexterity is needed to access, enter,

and retrieve data using a computer keyboard or calculator and to operate standard office equipment. Paositions in
this classification frequently bend, stoop, kneel, and reach to perform assignedadutied] as push and pull
drawers open and closed to retrieve and file information. Employees must possess the ability to lift, carry, push,
and pull materials and objects up to 25 pounds with the use of proper equipment. Reasonable accommodations
will be made for individuals on a casg-case basis.

ENVIRONMENTAL ELEMENTS

Employees work in an office environment with moderate noise levels, controlled temperature conditions, and no
direct exposure to hazardous physical substances. Employees may interact with members of the public or with
staff under emotionally stressful conditions while interpreting and enforcing area policies and procedures.
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