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QUALIFICATIONS 
Knowledge of: Modern office procedures, methods and techniques, basic mathematical concepts; routine 
record storage, retrieval, and management procedures; English usage, punctuation, spelling, grammar; 
standard policies and procedures pertaining to student health services principles, equipment, supplies and 
terminology commonly associated with a student health facility. 
 
For bilingual positions: knowledge of written and oral Spanish.  Bilingual/Biliterate positions require 
proficiency in both oral and written Spanish and may require translating from English to Spanish and 
from Spanish to English. 
 
Ability to: Perform general clerical work of above average difficulty with speed and accuracy; perform basic 
mathematical concepts with speed and accuracy; communicate effectively with school staff, parents, and work 
cooperatively with those contracted during the course of work; evaluate emergency situations and determine 
an appropriate course of action; patient and receptive attitude toward limited and non-English speaking 
persons; understand and follow oral and written directions; establish and maintain cooperative working 


