
 

 

 

 
 

Department/Site: Area’s office FLSA: Non-Exempt – (Classified 
CSEA) 

Reports to: Area’s administrator Salary Range:  34 
 
BASIC FUNCTION: 
 
Under the direction of the area administrator, plan, coordinate and schedule contract training and 
vocational certificate programs for the business community; assist in planning and scheduling of 
customized contract training for businesses; serve as assistant to the area administrator 
 
REPRESENTATIVE DUTIES: 
 

• Plan, coordinate and schedule contract training and vocational certificate programs for the 
business community.  

• Assist in planning and scheduling of customized contract training for businesses; conduct 
research and develop new training offerings and certificate programs; plan and schedule 
professional not-for-credit courses.  

• Perform specialized professional-level duties and assist personnel related to a variety of 
subjects, including scheduling, methods and procedures, staff organization, space 
utilization, equipment and material utilization, allocation and expenditure of funds, 
community relations and other related subjects.  

• Train and assist in the evaluation of office staff, Workforce & Community Development 
instructors and temporary employees; prepare work schedules and work assignments; 
assist in the selection of personnel.  

• Serve as assistant to the Dean of Workforce & Community Development; represent the 
Dean of Workforce & Community Development at meetings, conferences and the 
community as directed; collaborate with community and industry to effectively plan and 
promote training.  

• Conduct research, analysis and studies of a variety of operating and fiscal activities and 
functions of the College; compile and analyze data and prepare reports, schedules and 
catalogs in a variety of formats.  

• Prepare and provide a variety of information and data to public agencies, private firms, 
consultants, College personnel and others.  

• Develop and maintain accurate records system, audit trails and maintain records of 
administrative business.  

• Communicate with vendors and contractors regarding class schedules; make 
recommendations regarding changes. 
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• Perform a variety of office work in support of assigned projects, studies and programs; 
operate and maintain a variety of office equipment; drive a vehicle to conduct work. 

• Perform related duties as assigned. 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 

• Administrative analysis and reporting techniques. 
• Specialized technical and administrative principles, practices and procedures of course 

and schedule development. 
• 
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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. 


