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ANTELOPE VALLEY COLLEGE

Office of Human Resources & Employee Relations

ANNOUNCEMENT OF TEMPORARY SHORT-TERM, NON-CONTINUING ASSIGNMENT
POSITION: Hourly Clerical Pool





SALARY: Based on clerical level experience

     Temporary, Short-Term, Non-Continuing Assignment
DEADLINE: On-going
Varied Schedule – may work up to 40 hours a week, total not to exceed 800 hours for a total of 100 days

(Days are counted regardless of # of hours worked per day)



TEMPORARY SUBSTITUTE ASSIGNMENT
EDUCATION AND EXPERIENCE:
Minimum Qualifications

Clerk I
($12.00/hr.)

Graduation from high school.  

Type 40 net words per minute.

Clerk II    ($13.00/hr.)

Graduation from high school and one year of clerical experience.  

Type 45 net words per minute. 

Clerk III   ($14.00/hr.)

Graduation from high school, including or supplemented by office practices courses and two years of increasingly responsible clerical experience.  

Type 50 net words per minute.

Office Assistant ($15.00/hr.)

Graduation from high school supplemented by college-level course work in business, secretarial science or related field and two years of responsible secretarial and clerical experience.  

Type 50 net words per minute.

To keep current information on file, please re-submit updated application every six months
The pool will provide applicants for hourly, on-call, and as needed clerical positions.

Please be sure all areas of your application are completed, including your availability, and do not refer to “see resume.”  Any materials other than those listed above will not be included with your application.  

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
Posted: 3/25/10
APPLICATION PROCEDURE

To be considered an applicant for a classified clerical pool 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 classified clerical pool application

2. Résumé

3. *Original typing certificate (net 40, 45, or 50 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.



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.
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