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Modern office practices, procedures and equipment. 
Record-keeping and report preparation techniques. 
Correct English usage, grammar, spelling, punctuation and vocabulary.  
Oral and written communication skills in English and designated second language. 
Interpersonal skills using tact, patience and courtesy. 
 
ABILITY TO: 
Understand, follow, and adhere to federal Migrant Education Program regulations, performance 
standards and guidelines. 
Interview applicants and students, perform assigned assessments and refer students to community 
resources. 
Establish and maintain effective working relationships with others including school and community 
representatives, migrant families and migrant program staff. 
Compile and interpret data related to program needs. 
Train and provide technical support to assigned staff. 
Provide oral and written translation services between English and a designated second language to 
facilitate communications.  
Communicate effectively, read, write, translate and interpret English and a designated second language.  
Interpret, apply and explain rules, regulations, policies and procedures.  
Oper
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WORKING CONDITIONS: 
 
ENVIRONMENT: 
Office environment. 
Indoor and outdoor environment. 
Driving a vehicle to conduct work. 
Constant interruptions. 
 
PHYSICAL DEMANDS: 
Dexterity of hands and fingers to operate a computer keyboard.  
Hearing and speaking to exchange information in person or on the telephone.  
Sitting, standing or walking for extended periods of time.  
Bending at the waist, kneeling or crouching to retrieve files. 
Reaching overhead and above shoulders to retrieve objects and materials. 
Lifting, carrying, pushing or pulling moderately heavy objects. 
Seeing to read a variety of materials. 
 
HAZARDS: 
May conduct work near high-crime areas. 
Possible rough roads and terrain. 
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