COMPTON COMMUNITY COLLEGE DISTRICT
EL CAMINO COLLEGE COMPTON COMMUNITY EDUCATIONAL CENTER
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CATEGORICALLY FUNDED PROGRAM TECHNICIAN

780716/ 24
FLSA: NON-EXEMPT

FILING DATES: OPEN - SEPTEMBER 30, 2011/ CLOSING - OCTOBER 31, 2011

Start 6 mos* 1lyr 2yrs 3yrs 4 yrs Syrs

SALARY: $2957.00 $3104.83 $3260.08 $3423.08 $3594.25 $3774.00 $3962.70 per month
HOURLY: $17.060 $17.913 $18.808 $19.749 $20.736  $21.773  $22.862 per hour *probation
DEFINITION

Under general supervision, provides a wide variety of technical support duties for an assigned categorically funded
program, including conducting intake interviews and evaluating eligibility for the program based on set policies and
procedures, basic accounting and budgetary tracking, maintaining and assisting program participants with the use of
computer and multimedia equipment related to the program, and performing a variety of record-keeping, data entry,
report preparation, and program support activities; provides information to the public and program staff; provides
assistance for a wide variety of assignments related to the administration of program projects and services; and
performs related work as required.

SUPERVISION RECEIVED AND EXERCISED
Receives general supervision from assigned supervisory or managerial staff. May exercise technical or functional
direction over student workers.

CLASS CHARACTERISTICS

This is the journey-level class in the categorically funded program classification series. Incumbents perform the full
range of complex and responsible technical support work in an assigned categorically funded program, exercising
independent judgment and initiative. Positions at this level are distinguished from the Categorically Funded
Program — Assistant by the level of responsibility assumed and the complexity of the work assigned. This class is
further distinguished from the Categorically Funded Program — Specialist in that the latter requires a greater level of
program knowledge and skill in order to develop, promote, implement, and evaluate a small program or a program
portion of an assigned larger categorically funded program.

EXAMPLES OF ESSENTIAL FUNCTIONS (llustrative Only)
Management reserves the right to add, modify, change or rescind the work assignments of different positions and to
make reasonable accommodations so that qualified employees can perform the essential functions of the job.

» Performs technical administrative support duties for an assigned categorically funded program by implementing
and providing information to students regarding processes, policies, and procedures related to the assigned
program.

» Conducts intake screening and interviews students to obtain information used for eligibility review for various
programs and services; gives information about and refers students to programs and services in areas such as
child care, job placement, career and educational counseling, housing and financial aid.

» Determines initial and continuing eligibility of program applicants and participants based on set policies and
procedures.
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Assists students in identifying and developing educational, career, and/or vocational needs and goals; provides
support services to students in assigned program areas.

Assists in the coordination and production of student events, programs, publications, special services and/or
other related functions.

Assists in establishing program standards and goals and in the evaluation of program results.

Attends various meetings, job fairs, and recruiting events to provide students or potential students with
information regarding occupational training, educational programs, and program policies, procedures, and
requirements.

Oversees the operations of one or more instructional laboratories; sets up and maintains equipment of assigned
laboratories, and provides instructional assistance to students.

Schedules and monitors a variety of test programs utilized in academic achievement, vocational, or interest
assessments; scores and provides input in the evaluation of test instruments; and maintains records of individual
and group test results.

Maintains liaison with community agencies to promote programs and services.

Assists in the design and writing of bulletins, brochures, news releases, and other materials to publicize or
provide information on center programs and services.

May perform a variety of accounting and financial office support work and prepares various reports; assists with
special projects as assigned, including monitoring budget expenditures and assisting in the preparation of the
annual budget of assigned program, classifying accounting transactions and maintaining, reconciling, and
closing accounts associated with program budget, and maintaining, verifying, and reconciling a variety of
reports, journals, budgets, or related fiscal or statistical data.

Prepares and processes operational documents related to budgeting, purchasing, personnel, payroll, contracts,
and other administrative activities.

Organizes and carries out administrative assignments; researches, compiles, and organizes information and data
from various sources on a variety of specialized topics related to programs in assigned area.

Prepares and maintains various programmatic and/or student files and records; monitors and tracks attendance
and usage of assigned functional area and prepares reports for management.

Gathers, assembles, updates, and distributes a variety of department specific information, forms, records, and
data as requested; prepares and maintains a variety of databases and reports.

Provides information to the public or District staff that requires the use of judgment and the interpretation of
rules or procedures; meets with the public or District staff to obtain data, interpret information, and answer
questions; prepares correspondence independently to answer questions, request information, or provide
explanations.

Coordinates special projects as assigned.

Operates standard office equipment, including job-related computer hardware and software applications,
facsimile equipment, and multi-line telephones; may operate other assignment-specific equipment; may perform
basic maintenance and troubleshooting on assigned equipment.

Maintains accurate records of work performed.

May participate and assist in the administration of the assigned office; may organize and coordinate activities
associated with the office; may recommend organizational or procedural changes affecting support activities.
May provide training to lower-level and new staff as required.

Performs related duties as assigned.

QUALIFICATIONS:

Knowledge of:

>
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Applicable codes, regulations, policies, technical processes, and procedures related to the program to which
assigned.

Business letter writing and the standard format for reports and correspondence.

Principles and practices of data collection and report preparation.

Business mathematics and basic statistical techniques.

Recordkeeping principles and procedures.

Modern office practices, methods, computer equipment and computer applications related to work, including
word processing, database, and spreadsheet applications.

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

Techniques for providing a high level of customer service by effectively dealing with the public, vendors,
students, and District staff, including individuals of various ages, various socio-economic and ethnic groups.
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Ability to:

» Perform responsible administrative and technical support work with accuracy, speed, and general supervision.

» Provide varied and responsible work requiring the use of tact and discretion.

» Understand the organization and operation of the District, the assigned program, and of outside agencies as
necessary to assume assigned responsibilities.

» Participate in the development of goals, objectives, policies, procedures, and work standards for assigned
programs.

» Analyze, interpret, summarize, and present administrative and technical information and data in an effective
manner.

> Interpret, apply, explain, and ensure compliance with applicable Federal, State, and local policies, procedures,
laws, and regulations.

» Effectively represent the District in meetings with governmental agencies, community groups, and various
businesses, professional, and regulatory organizations, and in meetings with individuals.

» Respond to and effectively prioritize multiple phone calls and other requests for service.

» Compose correspondence and reports independently or from brief instructions.

» Make accurate mathematical, financial, and statistical computations.

» Enter and retrieve data from a computer with sufficient speed and accuracy to perform assigned work.

» Establish and maintain a variety of filing, recordkeeping, and tracking systems.

» Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner; organize own
work, set priorities, and meet critical time deadlines.

» Operate modern office equipment including computer equipment and specialized software applications
programs.

» Use English effectively to communicate in person, over the telephone, and in writing.

» Use tact, initiative, prudence, and independent judgment within general policy and legal guidelines in politically
sensitive situations.

»  Establish, maintain, and foster positive and harmonious working relationships with those contacted in the course

of work.

Education and Experience:
Any combination of training and experience which would provide the required knowledge, skills, and abilities is
qualifying. A typical way to obtain the required qualifications would be:

Equivalent to the completion of an Associate in Arts degree with coursework in sociology, psychology, counseling,
adult education, business administration, public relations, or a related field, and two (2) years of increasingly
responsible technical experience related to the duties of the assigned program.

Licenses and Certifications:
» Possession of, or ability to obtain, a valid California Driver’s License by time of appointment.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a computer;
to operate a motor vehicle and to visit various District and meeting sites; vision to read printed materials and a
computer screen; and hearing and speech to communicate in person, before groups, and over the telephone. This is
primarily a sedentary office classification although standing in work areas and walking between work areas may be
required. Finger dexterity is needed to access, enter, and retrieve data using a computer keyboard or calculator and
to operate standard office equipment. Positions in this classification occasionally bend, stoop, kneel, reach, push,
and pull drawers open and closed to retrieve and file information. Employees must possess the ability to lift, carry,
push, and pull materials and objects weighing up to 25 pounds.

ENVIRONMENTAL ELEMENTS

Employees work in an office environment with moderate noise levels, controlled temperature conditions, and no
direct exposure to hazardous physical substances. Employees may interact with upset staff and/or public and private
representatives in interpreting and enforcing departmental policies and procedures.

PRE-EMPLOYMENT REQUIREMENTS/CLEARANCES
e  Criminal Justice Fingerprints.
e  Tuberculosis screening.
e District pre-placement drug testing at District expense.
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BENEFITS PACKAGE

Diversified medical, dental, vision and life insurance programs.

$50,000 term life insurance plan, long term care and long term disability insurance plans.

Benefits also include up to 22 vacation days and 12 sick days per year.

Staff members contribute a percentage of their monthly salary to the State Teachers Retirement System
(STRS) or Public Employees' Retirement System (PERS) and, where applicable, to Social Security.

APPLICATION PROCEDURE:
To ensure full consideration, qualified candidates must submit:
e  Compton Community College District Classified Application Online
e Upload the following documents:
o0 Cover Letter (Letter of introduction highlighting your education and experience.)
O Resume.
0 Copies of pertinent transcript(s)
*Transcripts from countries other than the United States must be evaluated by an agency that
is a member of the National Association of Credentials Evaluation Service (NACES)
ALL APPLICATIONS MATERIALS MUST BE
SUBMITTED ONLINE AT:
www.district.compton.edu/administration/human-resources

REASONABLE ACCOMMODATIONS:

Any individual with a disability, who requires reasonable accommodation, may request assistance by contacting the
Human Resources Office at (310) 900-1600 extension 2144, or completing form PC1105, a minimum of five (5)
working days prior to closing date for this position.

Selection Procedure

e Applications will be screened to determine which applicants meet the minimum qualifications as stated in
the job announcement.

e Applicants who meet the basic qualifications and who are also deemed to posses the highest degree of
desirable qualifications will be invited to the college at their own expense. During the campus visit, each
applicant will be tested and/or interviewed.

e The Human Resources Office will rate responses to the questions or interview questions.

e Based upon this rating, a small number will be invited to the campus a second time for an interview.

EMPLOYMENT INFORMATION:

To be considered in the initial committee review, all materials requested in this vacancy notice must be received no
later than the filing deadline. Applicants wishing to apply for more than one position must submit separate materials
for each position. The District does not return materials submitted in application for a position. (Copies of original
documents are acceptable.) SUBMISSION OF THESE MATERIALS IS THE APPLICANT’S RESPONSIBILITY.

During the interview, consideration will be given to factors in addition to education and experience, including but
not limited to professional development, ability to work with others, and commitment to meet student needs.

The District reserves the right to contact the current or most recent employer and to investigate past employment
records of applicants selected for interview.

Applicants who are eliminated from consideration will be notified by letter or email. Candidates should not expect
official notification of the status of their candidacy until the Special Trustee has acted upon the District’s
recommendation for employment.

The District reserves the right to extend the deadline, re-advertise the position, or to delay indefinitely filling this
position if it is deemed that applicants for the position do not constitute an adequate applicant pool. Staffing of this
position is contingent upon the availability of funding.

ABOUT THE DISTRICT

ElI Camino Community College District became the partner district to Compton Community College District in
August of 2006. Under the agreement with EI Camino College, the EI Camino College Compton Community
Educational Center provides accredited instructional and student support services to our students with and on behalf
of the Compton Community College District.
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The 83-acre campus is located on Artesia Boulevard, just north of the Artesia freeway and west of the Long Beach
freeway. The Compton Community College District continues to serve the communities of Compton, Carson,
Lynwood, North Long Beach, Paramount and Willowbrook. The District has been a viable part of the community
since 1927.

The Compton Center is a welcoming, learning community in which the campus as a whole collaborates to serve and
assist students in pursuit of their respective goals. It serves as an integrated cultural Mecca, and functions in a
unified fashion so that all current and prospective students receive consistent messages regarding the importance of
learning and our commitment to assist them in achieving their learning objectives.

Compton is “The Place to Be!” We will continue to serve our community with the goal of giving all students the
education and skills needed to succeed in our global economy.

MISSION STATEMENT: The Compton Community College District is dedicated to providing the residents of its
service region with diverse educational, career and cultural opportunities. The District is committed to offering a
comprehensive curriculum in a safe, friendly and accessible environment that prepares students to achieve their
personal professional goals.

THE COMPTON COMMUNITY COLLEGE DISTRICT IS AN EQUAL EMPLOYMENT OPPORTUNITY
EMPLOYER. Compton Community College District is an Equal Opportunity/Affirmative Action employer and
does not discriminate in employment on the basis of sex, sexual orientation, race, color, religious creed, marital
status, denial of Family & Medical Care Leave, national origin (including language limitations), ancestry, medical
condition (cancer/genetic characteristics), age (40 and above), disability (mental and physical) including HIV and
AIDS, denial of pregnancy disability leave or reasonable accommodation, or other protected classes, or obligations
to the National Guard or Reserve Forces of the United States. For specific details on this policy, please contact
Rachelle Sasser, EEO Compliance Officer, at (310) 900-1600, extension 2140.

IMPORTANT NOTICE
To be included in the initial screening, application materials must be received no later than the closing date.
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