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SENIOR OFFICE ASSISTANT – STUDENT SERVICES 
DEFINITION:
Under general supervision, to perform a variety of complex responsible clerical and para-professional support to various program areas within student services; to provide information and assistance to students regarding student services programs; and to perform related duties as assigned.

DISTINGUISHING CHARACTERISTICS:
This job is distinguished from other related jobs by its focus on support for various student services program areas, and responsibility for independent initiation and processing of various activities related to student services.

CLASSIFICATION:

· FLSA Hourly

· Classified – CSEA 

· Date Modified: June 2011
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.
· Serves as in person and telephone receptionist for various programs within student services; screens and routes calls/callers and identifies urgency and priority of the matter; identifies concerns and calms tense situations; schedules appointments and meetings
· Provides a variety of information and assistance to students and others within policy and procedure guidelines, such as identifying and setting up appropriate referrals, determining appropriate sources for help or information, other program areas, college courses, catalog and programs, community attributes, and etc.
· Types or word processes a variety of correspondence, reports, handbooks, forms, requisitions, and other materials from drafts, notes or brief instructions; designs and prepares forms for various program areas; proofs and edits documents
· Independently composes routine correspondence, and other materials as needed; in cooperation with counseling center staff, composes a variety of materials such as brief newsletters, the faculty advising handbook; assists in or prepares a variety of federal, state and local reports
· Establishes, maintains and cross-references a variety of files related to matriculation, articulation, students, and prospective students
· Inputs matriculation data to main-frame terminal; accesses information and generates reports
· Initiates and processes Early Alert and Student Alert paperwork, compiles results, notifies students, arranges referrals to on-campus services and provides contacts for off-campus resources
· Notifies instructors of lengthy absences which may affect student grades, for EOP&S, Care, and Calworks program participants
· Serves as alternate examiner for the GED program, administering and scoring tests, scheduling times and sites, notifying examinees of results, and explaining state eligibility require​ments and procedures; travels to test sites
· Prepares progress reports for EOP&S, Care, and Calworks program participants
· Performs intake paperwork and eligibility verification for EOP&S, Care, and Calworks program participants
· Operates a variety of standard office equipment such as typewriter, word processor, terminals, copier, and telephones
· Assessment test proctoring and scheduling
· Performs a variety of other responsible clerical duties, including ongoing and back-up support to other areas as needed
· May assign and direct the work of student workers
Knowledge of:

· Modern office methods, procedures and equipment, including filing and the operation of standard office equipment
· Basic computer operations and the use of word processing and other software
· Basic business arithmetic
· English composition, grammar, spelling and punctuation
· Formats and standards for typed and word processed materials
· Resources available and responsibilities and authorities of various student services on and off campus
Skill in:

· Composing correspondence, memos, brief newsletters and other materials
· Operating personal computer word processing and mainframe terminals
· Interpreting and applying procedures and regulations
· Effective oral and written communications
· Establishing and maintaining effective working relationships with those contacted in the course of the work, including faculty
· Prioritizing workload, meeting deadlines, and working effectively in an environment with multiple demands and frequent interruptions
MINIMUM QUALIFICATIONS:
· Typing at a net rate of 45 words per minute from clear copy
· Must possess a valid California driver's license and have a satisfactory driving record
DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Completion of high school Three years of responsible general clerical experience, preferably in an academic setting
PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Vision sufficient to read computer screens, and handwritten and printed documents
· Manual dexterity to operate keyboards, manipulate papers, and administer and score GED exams
· Speech and hearing to communicate effectively in individual and group settings
· Bending and reaching to obtain or replace files and records
This work is performed primarily in an office setting but includes off campus visits.
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