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Ability to: 
Perform a variety of technical duties concerning position control tracking and management including the 
preparation/posting of related budget and accounting documents; prepare clear, concise and accurate 
correspondence, reports and other written materials; organize, set priorities and exercise sound independent 
judgment within areas of responsibility; operate a computer and other standard office equipment; make 
mathematical and statistical calculations quickly and accurately; maintain complex and confidential records 
and files; work confidentially with discretion; communicate effectively both orally and in writing; use tact and 
diplomacy in dealing with sensitive situations and concerned people and customers; establish and maintain 
effective relationships with District administrators, management, staff, employee representatives, 
representatives of other governmental agencies, the public and others contacted in the course of work. 
 
PHYSICAL DEMANDS 
The physical requirements indicated below are examples of the physical aspects that this position 
classification must perform in carrying out essential job functions. 
 

 Persons performing service in this position classification will exert 10 to 20 pounds of force frequently 
to lift, carry, push pull or otherwise move objects. 

 This type of work involves sitting most of the time, but may involve walking or standing for brief 
periods. 

 Perceiving the nature of sound, visual acuity, depth perception, providing oral information, the manual 
dexterity to operate business related equipment and to handle and work with various materials and 
objects are important aspects of this job. 

 
Reasonable accommodation may be made to enable a person with a disability to perform the essential 
functions of the job. 
 
EXPERIENCE AND EDUCATION 
Education: 
Verification of High School Diploma, GED Certificate or a higher degree. Possession of an Associate of Arts 
degree is preferred, with course work or training in the following areas: accounting, budget planning and 
control, business administration or closely related fields. 
 
Experience: 
Three years of progressively responsible human resources or accounting, budget control, and statistical record 
analysis experience, preferable in an educational agency. 
 
License Requirement: 
Possession of a valid California Motor Vehicle Operator’s License. 
 
Condition of Employment:   
Insurability by the District’s liability insurance carrier. 
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