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ACADEMIC SUPPORT SPECIALIST 
DEFINITION:
Under the direction of the Director of Student Success and Support Programs provides academic support, training, and assistance to students in areas surrounding the use of student learning activities, learning management systems, student portal, student email, network access, workstation software applications and databases, as well as other related functions through help desk support, one-on-one consultation, workshops, new student orientation, brochures and online training and information sessions. Assist with administering the ACCUPLACER assessment test and GED Test.  Provide outreach to specific populations to enhance student equity as it relates to student achievement.

CLASSIFICATION:
· FLSA Non Exempt

· Classified – CSEA 
· Date Modified: June 2015
ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Participates in planning, organizing, scheduling and facilitating orientations, workshops, presentations, and other activities related to using learning management systems, student portal (MyFRC), student email, student network access and other student needs 
· Maintains a presence in the FRC Library during high volume hours  to support students learning activities in their use of the help desk and computer lab, directional inquiries, course reserves, learning management systems work station software applications and databases as well as other related functions
· Maintains weekend hours in the computer lab to provide assistance and access-related technical support 
· Maintains a presence in the Advising and Counseling Center to provide one-on-one assistance for technology access and issues
· Develops and administers surveys to students and analyzes data
· Plans and facilitates workshops to improve student equity 
· Reserves facilities and makes other necessary arrangements for activities related to student success and student equity
· May proctor and/or assist with placement testing. Revises handbooks, materials, brochures and other printed communication materials for distribution, on and off campus; maintains student equity resource materials
· May supervise student workers
· Other related duties as assigned
KNOWLEDGE OF:
· Basic data gathering and analytical techniques

· Interpersonal communication skills and tactics

· English, grammar, composition, spelling and punctuation

· Principles and techniques of public speaking and presentations
· Current office practices and techniques including operation of common office equipment 
· MS Office Suite or similar product
ABILITY TO: 
· Provide support in a public service area
· Plan and deliver workshops or presentations
· Work one on one or in groups
MINIMUM QUALIFICATIONS:
· Associates Degree or 60 semester units of college work or 4 years’ experience providing academic support to students
DESIRABLE QUALIFICATIONS:  

· Bachelor’s Degree 

· Demonstrated sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college students

· Experience working with Banner or other  relational database software
· Experience using the Adobe products
· Experience using Camtasia or other video recording and editing software
· Community College experience
PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties with or without reasonable accommodations are:
· Manual dexterity to operate keyboards and manipulate papers

· Speech and hearing to communicate effectively with individuals and to groups

· Vision to read text, forms and computer screens

· Lifting and carrying materials up to 25 pounds 
· Climb ladders, stoop and kneel to hang and otherwise set up signs and display materials
Work is performed in a variety of settings
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