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• At least three years of progressive experience in coordinating, planning, and organizing 
the administrative and operations of an educational program preferably in school to 
career, occupational training, and work experience programs. 

 
 
BARGAINING UNIT: Office, Technical, and Business Services (OTBS) Unit 
 
WORKING CONDITIONS: Duties are primarily performed in an office environment while 
sitting at a desk and at various school or program sites.  Incumbents are subject to contact with or 
constant interruptions by staff, parents, or external agencies, demanding compliance issues or 
legal timelines. 

PHYSICAL DEMANDS: Incumbents regularly sit for long periods of time, walk short distances 
on a regular basis, use hands and fingers to operate desktop computer keyboard or other office 
equipment, reach with hands and arms, stoop, kneel, or crouch to file, speak clearly and 


