ELK GROVE UNIFIED SCHOOL DISTRICT

CLASSTITLE: CAREER CENTER TECHNICIAN

BASIC FUNCTION:

Under the direction of an assigned supervisor, provide technica support to a student career center a an
assigned school ste; provide information and assistance to students utilizing career center resources,
prepare and make a variety of informationa presentations to students regarding colleges, available
resources, testing and scholarships; participate in the coordination and scheduling of specid events for the
career center.

ESSENTIAL FUNCTIONS:

Provide assstance, training and career information to students, faculty, adminigrators, staff and the public
concerning Career Center functions and resources; present workshops, facilitate classroom presentations
and administer sKills, interest and agptitude career assessments.

Assg in scheduling and coordinating the use of career center resources, maintain master calendar for the
Career Center.

Answer tdephones and greet visitors, provide information and materiasto sudents and visitors, refer cdlers
and vigtorsto gppropriate personnd for assstance; provide financia ad information to sudents and assist
students with filling out college gpplications and scholarship forms.

Orient students, staff and others individudly or in groups in the use and content of center resources and
materias, operate and ingruct others in the use of center equipment and computerized career guidance
sysems.

Maintain a library of college and university catalogs and career resource materials such as brochures,
videos, catalogs, reference books, files, articles and other resource materias; order and request new and
replacement reference materias.

Participate in establishing and maintaining systems for security, sorage and retrieva of materids and
equipment; check out materids, videos and catalogs, distribute testing forms.

Develop career and job bulletins and other materias to publicize and promote career planning activities,
collect, maintain and digtribute related materids.

Perform derica support duties including filing, typing and duplicating a variety of materias such asfliers,
bulk mailings, announcements and ligs.
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Assg in the coordination and scheduling of career days and other specia events; reserve and set up
facilities, schedule college representatives and others for spesking engagements, prepare rlated materids,
coordinate various outreach programs and partnerships.

Communicate with Didtrict gaff, counselors, sudents and outside agencies to exchange information and
coordinate a variety of activities.

Provide ass stance to the Regiona Occupation Program (ROP); record grades and prepare grade shests,
participate in ROP regidration activities.

Operate avariety of office and classroom equipment including afax machine, copier and a computer and
assigned software; drive a vehicle to conduct work.

Attend avariety of meetings and conferences related to assigned activities, serve on various committees.
Perform related duties as assgned.
DEMONSTRATED KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Modern office practices, procedures and equipment.

Record-keeping techniques.

Correct English usage, grammar, Spdlling, punctuation and vocabulary.
Operation of acomputer and assigned software.

Interpersond skills using tact, patience and courtesy.

Ord and written communication skills.

Basic public speaking techniques.

Telephone techniques and etiquette.

ABILITY TO:

Learn policies and objectives of the Career Center.

Learn sources of college and career resources and informationa materias.

Learn, interpret, gpply and explain applicable laws, codes, rules and regulations related to assgned
activities.

Learn methods of career assessment.

Learn financid aid and scholarship policies and procedures.

Answer telephones and greet visitors courteoudy.

Prepare and deliver ora presentations.

Operate avariety of office equipment including a computer and assigned software.
Maintain records and files.

Understand and follow ora and written ingtructions.

Communicate effectively both oradly and in writing.

Establish and maintain cooperative and effective working relationships with others.
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Complete work with many interruptions.

Meset schedules and time lines.

Type a aminimum of 35 words per minute from clear copy.

Maintain consstent, punctua and regular attendance.

Move hands and fingers to operate a computer keyboard.

Hear and spesk to exchange information in person and on the telephone.
Seeto read avariety of materials.

Sit for extended periods of time.

EDUCATION AND EXPERIENCE REQUIRED:

Any combination equivdent to: graduation from high school supplemented by college-level course work
in business, psychology or a related fiedd and two years of generd clerica experience involving public
contact.

LICENSESAND OTHER REQUIREMENTS:

Vdid Cdifornia Class C driver'slicense.

WORKING CONDITIONS:

ENVIRONMENT:

Office environmer.

Congtant interruptions.

Evening or variable hours.
May be required to drive as needed.
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