


Skills to:  
• communicate with diverse groups of students. 
• build rapport and develop trusting relationships with all stakeholders. 
• provide direction to students in educational planning and career/vocational education. 
• set academic and social goals for student success. 
• collect accurate data to assemble and deliver required reports.  
• develop, coordinate, promote, and evaluate program and resources. 
• use technology to enhance student learning. 

 
Knowledge of:  

• best practices for teaching diverse groups of students.  
• research based approaches to changing challenging student behaviors. 
• adopted curriculum and research-based strategies to improve student social/emotional issues. 
• various community resources associated with the career field. 
• applicable regulations, policies, and procedures. 
• policies and objectives of assigned programs and activities. 
• oral and written communication skills. 
• correct English usage, grammar, spelling, punctuation, and vocabulary. 
• interpersonal skills using tact, patience, and courtesy. 
• record-keeping and report preparation techniques. 
• modern office practices, procedures, and equipment. 
• operation of a computer and assigned software. 
• technical aspects of the field of specialty. 
• basic arithmetic. 

 
Ability to:  

• model the professional characteristics considered appropriate to the designated career field. 
• interpret, apply, and explain policies, procedures, rules, and regulations. 
• maintain accurate and semi-complex records and files. 
• compile and verify data and prepare reports. 
• operate standard office equipment including a computer and assigned software. 
• understand and follow oral and written instructions. 
• work independently with little direction. 
• adapt to changing work demands and interruptions. 
• make arithmetical calculations with speed and accuracy. 
• meet schedules and timelines. 
• communicate and work effectively both orally and in writing with all stakeholders. 
• establish and maintain cooperative and effective working relationships with others. 
• maintain effective classroom control.  

Education Required:  
• Bachelor's degree preferred 
• Valid California Career Technical Education credential.  

 
Other Requirements:  

• Valid California driver’s license and proof of automobile insurance.  
• EL authorization.  
• Department of Justice and FBI Fingerprint Response upon hire.  

 
FLSA Status: Exempt         April 2024  
 


