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ANTELOPE VALLEY COLLEGE

Office of Human Resources & Employee Relations

ANNOUNCEMENT OF TEMPORARY, SHORT-TERM, NON-CONTINUING ASSIGNMENT 

POSITION: 
Center Technician - Palmdale 

Temporary, Short-Term, Substitute, Non Continuing Assignment
Work schedule: Monday – Thursday 10:00 am to 7:00 pm, Friday 10:00 am to 3:00 pm (Schedule subject to change)             

SALARY:    
$18.25/hr 

DEADLINE:    
Open until filled – Applications will be reviewed on an as-received basis

ASSIGNMENT: 
Work schedule may vary up to 40 hours a week.  Total hours may not exceed 800.  Total days may not exceed 100.  (Days are counted regardless of # of hours worked per day)
BASIC FUNCTION:

Under the direction of the Director of Extended Services, Palmdale Center, performs a variety of clerical and secretarial duties in support of one or more instructional and/or student support services areas; provides services to staff, students and the public regarding programs and services; exercises discretion and confidentiality in evaluating and/or resolving problems and complaints, including security and safety issues: utilizes the computer to perform advanced-level word processing functions including complex formatting of documents, creating charts, developing spreadsheets and using a variety of software; verifies data for accuracy, completeness and compliance with established procedures; inputs and retrieves computerized data; performs other related duties as may be assigned.
REPRESENTATIVE DUTIES:
E = indicates essential duties of the position
· Assists and guides students to appropriate resources for financial aid, educational and training programs; instructs students in the operation and use of Center facilities, equipment, policies and procedures.   (E)

· Assists in the scheduling, coordination, and use of Center resources; assists students and staff in utilization of automated equipment and software.  (E)

· Maintains, updates, and is accountable for student and Center records, including payments and receipts.  (E)

· Orients students, staff, and other individually, or in groups, in the use and content of Center resources and materials; operates and instructs others in the use of Enter equipment and computerized systems.  (E)
· Conducts Center orientations/workshops/classroom visits. (E)

· Interviews, assists, and advises students regarding Center programs and requirements, services, and issues of concerns, including, complaints.  (E)
· Coordinates and conducts Center tours.  (E)
· Coordinates and hosts Center activities. (E)
· Performs a variety of meetings and conferences representing the Center.  (E)

· Attends a variety of meetings and conferences representing the Center.

· Performs other related duties as assigned.

EDUCATION AND EXPERIENCE:  Any combination equivalent to: graduation from high school and two years of office support experience, including the use of the automated equipment and software and extensive public contact.

KNOWLEDGE OF:

· Basic objectives and policies of general academic instruction and student services.

· Record-keeping techniques.

· Correct English usage, grammar, spelling, punctuation, and vocabulary.

· Modern office practices, procedure, and equipment.

· Standard office machines and equipment, including basic operation of computer terminals.

· Interpersonal skills using tact, patience, and courtesy.

· Oral, written, and electronic communication skills.

ABILITY TO:

· Apply basic academic guidance and educational counseling programs concepts and practices.

· Perform wide variety office assistance and support work with minimal guidance and supervision.

· Operate office equipment and computers

ABILITY TO: Continued

· Apply rules, policies, and precedents in different situations.

· Understand and follow oral and written directions.

· Communicate effectively, both orally and in writing.

· Type at an acceptable rate of speed.

· Deal tactfully and courteously with the public and other District staff when providing information.

· Establish and maintain cooperative and effective working relationships with others.

· Maintain records and prepare reports, including those of a sensitive and confidential nature.

WORK DIRECTION, LEAD AND SUPERVISORY RESPONSIBLILITES:  Not applicable - no permanent full-time staff to supervise. Provides work direction to student workers and/or temporary short-term hourly personnel.

CONTACTS:

Co-worker, other departmental staff, students, parents, vendors, contractors, and the general public.

PHYSICAL EFFORT:

Dexterity of hands and fingers to operate a computer keyboard

Sitting or standing for extended periods of time 

Lifting light objects.

Reaching to file and retrieve records

WORKING CONDITIONS:

Transfer Center environment.

Constant interruptions and frequent interaction with students and staff.

Some evening hours will be required
APPLICATION PROCEDURE
To be considered an applicant for a temporary short-term non-continuing pool position in the Antelope Valley Community College District, all of the following documents must be submitted no later than 4:30 p.m. on the deadline date.
If any of the listed materials are missing or incomplete, the application will not be considered.

1. A completed and signed Antelope Valley College Temporary Short-Term Employment application

2. Résumé
3. Any other materials/documents as stated in the job announcement
The application must be filled out completely and signed.  Do not indicate “See Résumé” on any part of the application.  Blank spaces, illegible entries or failure to sign the application may be cause for rejection.  The District will not return application materials submitted.



Application forms are available on the AVC web site www.avc.edu or from the Human Resources Office and must be returned to:
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Office of Human Resources
3041 West Avenue K

Lancaster CA  93536

(661) 722-6311
Faxed or emailed materials cannot be accepted.
Unsolicited materials will not be included. Postmarks will not be accepted.



Candidates selected for employment will be required to provide verification of work authorization pursuant to INS regulations.

Antelope Valley College prohibits discrimination and harassment based on race, religious creed, color, national origin, ancestry, physical disability, mental disability, medical condition, marital status, sex, age, or sexual orientation.
Upon request, we will consider reasonable accommodations to permit individuals with protected disabilities to (a) complete the employment or admission process, (b) perform essential job functions, (c) enjoy benefits and privileges of similarly-situated individuals without disabilities, and (d) participate in instruction, programs, services, activities, or events. 

AVC is an equal opportunity employer.

Temporary Center Technician – Palmdale

Annual Security Report is provided by Antelope Valley College for prospective students and employees.  A copy of this report is available at www.avc.edu/studentservices/security/crimestatsannual.pdf
Created: 2-4-10
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