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	JOB TITLE

	DEPARTMENT/SECTION

	NEW OR REVISED 


	SUMMARY OF FUNCTION: 
REPORTS TO:  
SUPERVISES:  

Essential Functions: Examples of key duties and responsibilities are interpreted as being descriptive and not restrictive in nature. Frequency of assignment, function, duty, and responsibility may adjust as needed to support departmental and/or institutional needs

	TASK NO.
	Essential Function Description
	FREQUENCY

	1
	Serves Students. 
	%

	2
	
	%

	3
	
	%

	4
	
	%

	5
	
	%

	6
	
	%

	7
	
	%

	8
	Support and participate in strategic planning initiatives and performs other duties as assigned. 
	5%



QUALIFICATIONS (Please use bullets)
Required: (Education and Experience)
· 
· [bookmark: _Hlk172215863]Bilingual (English/Spanish) preferred, but not required; language proficiency must be demonstrated on application materials
· An equivalent combination of education and/or experience from which comparable knowledge, skills and abilities have been achieved may be considered


Additional Eligibility Requirements: (Certifications or industry experience) 
· [bookmark: _Hlk178853354]Arizona Driver’s License or Equivalent 

[bookmark: _Hlk173491216]Classification: (exempt or non-exempt)
· 

Position Type & Work Schedule: (Full-time or Part-time, daily hours, number of hours per week, months per year – work schedule hours may be adjusted to meet department scheduling, e.g. M-TH 8:00am-6:00pm)
· [bookmark: _Hlk172209560][bookmark: _Hlk174341331][bookmark: _Hlk172204236]Full-time, 12-month position
· [bookmark: _Hlk174347935]38 hours per week
· Monday-Thursday, 7:00am-5:00pm
· Work flexible schedule to meet the program, department, and/or institutional needs, which may include Fridays, nights, and/or weekends

OR

· [bookmark: _Hlk172201371]Full-time, 12-month position
· 40 hours per week
· Monday-Friday, 6:00am-2:30pm
· Work flexible schedule to meet the program, department, and/or institutional needs, which may include adjustment to work schedule, nights, and/or weekends

OR

· [bookmark: _Hlk174613954]Full-time, 9-month position
· 33 hours per week
· Monday-Thursday
· Work flexible schedule to meet the program, department, and/or institutional needs, which may include Fridays, nights, and/or weekends

OR

· Part-time
· Up to 19 hours per week
· Work flexible schedule to meet the program, department, and/or institutional needs, which may include Fridays, nights, and/or weekends



Knowledge, Skills and Abilities: (required to do the job – highlighted to stay for all positions - may add more)
· [bookmark: _Hlk160442541][bookmark: _Hlk162869721][bookmark: _Hlk162870809][bookmark: _Hlk172203744][bookmark: _Hlk172209044][bookmark: _Hlk160971303][bookmark: _Hlk178861589][bookmark: _Hlk172202922]Knowledge of and ability to interpret, apply, and follow college policies and procedures
· Knowledge of or ability to maintain organizational structure, workflow and operating procedures
· [bookmark: _Hlk162870201][bookmark: _Hlk160441405]Knowledge of supervisory principles, practices, and techniques
· Skill in current technologies and word processing, database, presentation, and spreadsheet software, specifically Microsoft Office applications, Windows, college system platforms, software and applications especially those specific to the department operations
· [bookmark: _Hlk161313482]Skill and ability to be self-directed and to manage one’s own time
· [bookmark: _Hlk184371750]Skill in performing a variety of duties, often changing from one task to another of a different nature
· [bookmark: _Hlk162869739][bookmark: _Hlk162870743]Ability to complete all departmental and/or institutional mandatory training or development
· [bookmark: _Hlk162870234][bookmark: _Hlk161313427][bookmark: _Hlk178788362]Ability to organize, prioritize, follow multiple projects and tasks through to completion, with close attention to detail
· Ability to work independently and contribute to a collaborative team environment
· Ability to provide assistance in a professional and supportive manner
· [bookmark: _Hlk160441375][bookmark: _Hlk161313302]Ability to communicate effectively, verbally, in writing, and in a public setting, and to relate to others in a professional manner
· Ability to be flexible and supportive, positively and proactively assimilate change in rapid growth environment
· [bookmark: _Hlk172203878]Ability to maintain confidentiality of protected information and follow FERPA guidelines 
· [bookmark: _Hlk184371729]Ability to supervise and schedule the work of others
· Ability to adapt to a dynamic workload and demands
· Ability to operate relevant equipment required to complete assigned responsibilities for the position
· Ability to adapt and maintain professional composure in emergent situations
· Ability to demonstrate integrity, professionalism, and civility in all job-related actions
· [bookmark: _Hlk160442628]Ability to analyze problems, identify solutions, and take appropriate actions to resolve problems using independent judgment and decision-making processes
· Ability to establish and maintain positive, effective, and collaborative relationships with individuals at all levels of the organization, students, and the public


Work Environment: (e.g. outside, indoors, noise level, lighting, other work conditions)
· [bookmark: _Hlk172203551][bookmark: _Hlk172212024][bookmark: _Hlk171507093][bookmark: _Hlk172208988][bookmark: _Hlk169692894]Inside office environment with normal noise and lighting levels
· Work is performed in an open office environment with staff, student, community contact and interruptions
· Working environment may include various locations across the service district, with varying noise levels, indoor and/or outdoor locations as needed to support program, department or institutional needs
· Must be able to perform duties in a variety of weather conditions
· Indoor athletic venues and locations for athletic events, such as practice and games, possible high noise level
· Outdoor athletic venues and locations for athletic events, such as practice and games, subject to different weather and possible high noise level


Physical Demands: (e.g. bending, sitting, kneeling, lifting, driving)
· [bookmark: _Hlk173490934][bookmark: _Hlk172208900][bookmark: _Hlk172204806][bookmark: _Hlk172201595][bookmark: _Hlk169692816]Prolonged periods sitting at a desk and working on a computer
· Prolonged periods of standing and/or walking
· [bookmark: _Hlk172208716]May lift, carry, push, and/or pull, at times a minimum of 10 pounds
· Occasionally stoop, bend, kneel, crouch, reach, and/or twist
· Safely and appropriately operate golf carts or district vehicles
· [bookmark: _Hlk172208920]Must be able to navigate various departments of the organization's physical premises

Travel: (% of time spent traveling and where)
· [bookmark: _Hlk172204432][bookmark: _Hlk162861974][bookmark: _Hlk172202806]Required to travel to other locations using various modes of private, commercial, or fleet transportation, and as needed to support program, department and institutional needs

OR

· May be required to travel to other locations using various modes of private, commercial, or fleet transportation, and as needed to support program, department and institutional needs

OR

· No Travel Required

Note: (location of position or other information not included elsewhere)
· [bookmark: _Hlk172211952][bookmark: _Hlk172204699][bookmark: _Hlk178786532][bookmark: _Hlk171507697]Location (e.g. Yuma Campus, Parker Campus, San Luis Campus, Arizona State Prison Complex, …) 
· Benefits Eligible or Not Benefits Eligible
· Grant Funded (Grant Name Here) – contingent upon continued funding
· The statements within this document describe the general nature, level, and type of work performed by the individual(s) assigned to this classification and are not intended to be an exhaustive list of all responsibilities, demands, and skills required of personnel so classified 
· The institution and its designated representatives reserve the right to add, delete, or modify any and/or all provisions of this description at any time as needed without notice




[bookmark: _Hlk174341936]
[bookmark: _Hlk171507778][bookmark: _Hlk170384226]
														
[bookmark: _Hlk174341920]Human Resources	(CHRO)	Date		 College Officer (VP or President)		Date






____________________________________
Employee				Date
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