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Assist with the preparation and maintenance of a variety of narrative and statistical reports, records, 

correspondence, and files related to assigned services, activities, and operations; operate a computer.  E 

 

Communicate and collaborate with other administrators, district personnel, outside organizations, and business and 

industry partners to coordinate activities and programs, resolve issues and conflicts, and exchange information; 

model district standards of ethics and professionalism.  E 
 
Supervise, evaluate, and hold accountable the performance and professionalism of assigned staff; interview and 

select employees, and recommend transfers, reassignments, terminations, and disciplinary actions; plan, coordinate, 

and arrange for appropriate training of assigned staff.  E 

 

Perform related duties as assigned. 

 

TRAINING, EDUCATION, AND EXPERIENCE: 

 

Bachelor’s degree, and three years of related experience. Advanced degrees preferred. 

 

LICENSES AND OTHER REQUIREMENTS:   

 

Valid California driver’s license; provide personal automobile and proof of insurance. Possession of a valid 

California Teaching Credential and Administrative Services Credential are required. 

 

KNOWLEDGE AND ABILITIES: 

 

KNOWLEDGE OF: 

Principles, policies and objectives of Linked Learning. 
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Operate a computer and related software. 

Meet state and district standards of professional conduct as outlined in Board Policy. 

WORKING CONDITIONS: 

SAMPLE ENVIRONMENT: 

Office environment; drive a vehicle to conduct work; constant interruptions. 

SAMPLE PHYSICAL ABILITIES: 

Hear and speak to make presentations, and exchange information in person and on the telephone; dexterity of hands 

and fingers to operate a computer keyboard; see to read, prepare documents and reports, and view a computer 

monitor; sit or stand for extended periods of time; bend at the waist, and reach overhead, above the shoulders, and 

horizontally to retrieve and store files; lift light objects. 

SAMPLE HAZARDS: 

Contact with frustrated or abusive individuals. 

HEALTH BENEFITS: Management employees purchase their own health benefits with district-offered plans. 

NOTE: This is a grant-funded position for one year only. 


