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Meet schedules and timelines. 
Interpret, apply and explain rules, regulations, policies and procedures. 
Communicate effectively both orally and in writing. 
Prepare and maintain comprehensive records and reports. 
Operate a computer and other standard office equipment. 
Work involving frequent supervision of events and programs in the evening and variable hours. 
Work with constant interruptions. 
Verbal/written fluency in Spanish is desirable. 
Incorporated within one or more of the previously mentioned performance responsibilities, 
which are essential functions of this job description, are the following essential physical 
requirements: 

Ability to work at a desk and in meetings of various configurations. 
Ability to read printed matter and computer screens. 
Ability to communicate so others will be able to clearly understand a normal conversation. 
Ability to understand speech at normal levels. 
Ability to bend, twist, stoop, and reach. 
Ability to push, pull, and transport instructional and presentation materials. 
Ability to drive a personal vehicle to conduct business. 
Hearing and speaking to exchange information and make presentations. 
Sitting for extended periods of time. 

 
EDUCATION AND EXPERIENCE: 
 

Professional 
Required:  Master’s degree in education, public administration, or related field and three years 
of experience as a classroom teacher in a public school setting with increasing responsibilities 
at the site level. 
 
Personal 
Character, personality, and proper social capability to relate effectively with racially and 
ethnically diverse staff, students, and community.  Demonstrated ability to work with a wide 
variety of community groups and organizations. 

 
CREDENTIAL 
Must hold an Administrative Services Credential or an Administrative Services Certificate of 
Eligibility. 
Must possess a valid California Driver’s License. 
 
WORKING CONDITIONS: 
ENVIRONMENT: 
Office/classroom/outdoor environment. 
Driving a vehicle to conduct work. 
Variable hours. 
 
HAZARDS: 
Dissatisfied or abusive individuals. 


