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ANTELOPE VALLEY COLLEGE

Office of Human Resources & Employee Relations

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

POSITION:
 Temporary Clerical Assistant II - Financial Aid Office
         


SALARY: $15.75/hr
 Temporary, Short-Term, Substitute, Non Continuing Assignment             

DEADLINE:
Open until filled – Applications will be reviewed on 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)

NOTE: You must submit a Temporary Short-Term Employment application for this temporary assignment. Applications in current clerical pool do not apply to this temporary short-term assignment.



TEMPORARY ASSIGNMENT

ASSIGNMENT DUTIES: 
E = indicates essential duties of the position
· Provides information pertaining to services of the department and the college, its procedures and regulations, collects and accounts for monies and fees as assigned and maintains accounting of those monies and fees. (E)

· Provides a variety of departmental counter services providing information to students, and the general public regarding the rules and regulation of the department, how to complete forms, where to get information. (E)

· Takes meeting notes and draft minutes for various committees; types and proofreads correspondence, memoranda, bulletins, reports, schedules, agendas, lists, examinations, forms, labels or other materials from straight copy, rough draft, notes or transcription equipment. (E)

· Maintains a variety of logs, records and files related to assigned office; sort, classify and file materials in alpha, numeric or other established sequences. (E)

· Distributes various forms and provide information and assistance to students, the public and staff in an accurate and timely manner. (E)

· Perform a variety of duties including receptionist duties and answer telephones; taking and relaying messages; greeting students and the public and providing routine information; directs inquiries to the appropriate person or office; makes telephone calls to request, provide or verify information as directed. (E)

· Operates a variety of office equipment, such as typewriter, calculator and copy machine; operates computer equipment to enter and retrieves data, maintain records and generates reports. (E)

· Maintains supplies and materials inventory of assigned area as required; orders, receives and distributes materials, equipment and supplies as directed. (E)

· Assure the timely duplication and distribution of a variety of records, reports and other materials as directed. (E)

· Performs variety of clerical work such as posting records, making arithmetic computations and securing information from clearly indicated sources, entering and retrieving data from computer following established formats; schedules and attends meetings. (E)

· Types and performs other clerical duties for the assigned supervisor, and other staff members as directed.  (E)

· Schedules appointments and meetings; maintains various schedules and calendars; coordinates variety of event activities including scheduling, logistics, invitations, RSVP’s, follow up, and requesting equipment. (E)

· Sorts and distributes incoming U.S. and District mail and Fed-Ex; prepares and mails departmental mailings, including meetings packets, and invitations. (E)

· Coordinates, edits, maintains schedules and departmental assignments. (E)

· May provide work direction to student and hourly workers, and volunteers if assigned.

· Performs other related duties as may be assigned.
EDUCATION AND EXPERIENCE:  Any combination equivalent to: Graduation from high school and one year of clerical experience generally related to the duties and responsibilities of the class. 

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
APPLICATION PROCEDURE

To be considered an applicant for a Temporary Short-Term Assignment 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 application

2. Résumé
3. *Original typing certificate (net 45 wpm)
*Certificates of typing speed must be valid within the past 12 months.  

Verification on employer letterhead will also be accepted.

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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ANTELOPE VALLEY COLLEGE




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

A selection committee will screen applications of candidates meeting minimum requirements.  Meeting minimum requirements does not assure the applicant of an interview.  Selection for an interview will be based on your training and experience as outlined in your application.  Applicants selected for interviews will be notified by phone.  Applicants should not expect notification of the status of their candidacy until the Board of Trustees has acted upon the district’s recommendation for employment.


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

Antelope Valley College offers an extensive benefit package that includes full-family medical, dental, and vision plans and employee life insurance and income protection policies and eligibility to enroll in the Public Employees' Retirement System.
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.
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