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PROGRAM STAFF SPECIALIST II – DSP&S/WORKABILITY III
DEFINITION:
Under general supervision: For DSPS and/or WorkAbility III students, to conduct intakes, screening, standardized testing and referrals for individuals seeking program services; to maintain student and program files with program and/or grant specific documentation; to tutor students;  to assist students in the use of computer-based tutorials, online course programs (i.e. Moodle, etc.), and/or student accounts; to provide clerical support for the DSPS and WorkAbility III program offices; to coordinate events and programs; and to perform related duties as assigned.

DISTINGUISHING CHARACTERISTICS:
This job is distinguished from other jobs performing tutoring and related tasks by its focus on individuals with disabilities, and by the performance of intakes, screening, and various support tasks for the DSPS and/or WorkAbility III program functions. This job is distinguished from Program Coordinator – DSPS and WorkAbility III, which has responsibility for daily operations of the programs, whereas this position provides para-professional and clerical support for the programs.
CLASSIFICATION:

· FLSA Non-Exempt

· Classified – CSEA

· Date Modified: March 2013
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.
· Assists DSPS and WorkAbility III students in completing intake and screening paperwork and reviews completed forms
· Establishes and maintains systematically organized DSPS and WorkAbility III program and student files
· Logs general program contacts (lab use, test accommodations, etc.) in individual student files
· Collects, compiles, summarizes, and analyzes program and student statistics; inputs to computer and maintains databases for data tracking, reporting, communication, and outreach

· Prepares a variety of reports on program statistics, services, and activities; prepares correspondence
· Identifies appropriate campus and community resources based on screening; contacts referrals and arranges appointments for disabled students
· Coordinates and/or provides individual tutoring to disabled students  
· Assists disabled students in using computer-based tutorials, online course programs (i.e. Moodle, etc.), and/or student accounts
· Supervises and/or provides special accommodations (e.g. reading or writing assistance) for  disabled students taking academic tests
· Assists disabled students in time management and organizational skills

· Coordinates with State of California Department of Rehabilitation personnel

to provide services to WorkAbility III students
· Provides career preparation, career development, and labor market information to WorkAbility III students
· Provides advocacy and support for disabled students; may include instructor/class advocacy or intervention

· Provides and relays information and maintains contact with a variety of college departments and external agencies
· Maintains appointment calendars for self and DSPS and WorkAbility III staff
· Provides back up to other DSPS and WorkAbility III positions answering phones and questions
· Trains and assigns work to student workers providing clerical support and mobility cart assistance
· Coordinates mobility assistance schedule; operates mobility cart
· Provides back up for campus switchboard
Knowledge of:

· Procedures and requirements for student program eligibility

· Principles and rules of English writing, grammar, spelling, and punctuation

· Principles and laws of mathematics, including arithmetic, algebra, and geometry

· Methods and techniques of individual tutoring

· Computer operations, including Microsoft Word, Excel, Powerpoint, and Access  

· Modern office practices and procedures including filing, office equipment operation, reception, and scheduling

Skill in:

· Reading, interpreting, and applying policies, procedures, and regulations relating to the programs

· Conducting individual tutoring

· Establishing and maintaining effective working relationships with others, including hostile individuals and those with disabilities
· Communicating effectively with students, parents, and school staff

· Preparing effective written reports and correspondence
· Operating standard computer software and learning specialized software such as self-paced tutorial programs

· Preparing and maintaining a variety of records, forms and reports

· Performing skilled clerical work in support of the programs; including word processing, computer spreadsheets, data entry, filing, office equipment operation, reception, and scheduling
· Planning and coordinating events
Other Requirements: 

· May require some evenings and weekends
MINIMUM QUALIFICATIONS:
· Associates Degree or 60 college level credits,
· Typing at a rate of 50 WPM

DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Experience in working with individuals with  disabilities is preferred

· Community college experience is preferred
· Demonstrated sensitivity to and understanding of the diverse academic and socio-economic, cultural, disability and ethnic backgrounds of community college students and staff

PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Vision to proctor and/or administer tests, assist students with other academic materials, and prepare and process paperwork
· Hearing and speech to understand and respond to questions,  to provide instruc​tions and tutoring, and to communicate effectively in individual and group settings
· Hand and finger dexterity to administer tests, operate computer keyboards, and manipulate books, papers and files
This work is performed in an office or computer lab setting.
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