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Resolves or assists in the resolution of problems and/or complaints and initiates corrective action 
as appropriate.  

Performs related duties as required or assigned. 

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 
Knowledge of and commitment to the mission of higher education and community colleges. 

Marketing/Public information techniques and strategies.  
Knowledge of laws, rules, regulations involved in assigned areas.  

ABILITY TO: 
Plan and implement an effective marketing program in keeping with College mission and vision. 

Represent the college positively to a wide variety of people. 
Be sensitive to and understanding of the diverse academic, social, economic, cultural, disability 
and ethnic backgrounds of community college students. 

Prepare and conduct oral presentations to groups of varying sizes. 

Develop and maintain cooperative and effective working relationships with students, faculty, 
managers, classified staff and the public. 

Work proficiently with various computer programs. 

Communicate effectively verbally and in writing. 

Work independently with little direction. 



  3 
 

May 2006   
Human Resources  

LICENSES AND OTHER REQUIREMENTS: 

Valid California driver license and use of a personal vehicle. 

WORKING CONDITIONS: 

ENVIRONMENT: 

Office environment. 
Constant interruptions. 
Driving a vehicle to conduct work.  
Variable hours.  

 
PHYSICAL DEMANDS: 

Dexterity of hands and fingers to operate a computer keyboard. 
Sitting or standing for extended periods of time. 
Bending at the waist or kneeling to file and retrieve records. 

 
 


