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Operate a computer and assigned software programs; operate other office and media equipment 
as assigned. 
 
Attend a variety of meetings as assigned; participate on assigned committees and councils. 
 
Assist in budget development and monitor budget allocations and related requests. 
 
OTHER DUTIES: 
Perform related duties as assigned. 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
Centralized and client computing. 
Database administration. 
Oral and written communication skills.  
Budget preparation and control. 
Principles and practices of supervision and training.  
Applicable laws, codes, regulations, policies and procedures. 
Interpersonal skills using tact, patience and courtesy. 
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LICENSES AND OTHER REQUIREMENTS: 
 
Valid California driver’s license. 
 
WORKING CONDITIONS: 
 
ENVIRONMENT: 
Office environment. 
Driving a vehicle to conduct work. 
 
PHYSICAL DEMANDS: 
Hearing and speaking to exchange information. 
Dexterity of hands and fingers to operate a computer keyboard. 
Seeing to read a variety of materials. 
Sitting for extended periods of time. 
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