
SANTA CLARA COUNTY OFFICE OF EDUCATION 

CLASS TITLE: OVERNIGHT PROGRAM SPECIALIST - ENVIRONMENTAL EDUCATION 

BASIC FUNCTION: 

Provides highly responsible administrative and operational support functions for the evening 
instructional program in Environmental Education; assists with student instruction, facilities 
management, and safety procedure development; trains cabin leaders, staff, and students.  Employees 
in this classification receive limited supervision from the program administrator within a broad 
framework of policies and procedures and may direct the work of others in a lead capacity.  The job 
class requires the ability to remain at the school site facility overnight, use a high degree of initiative, 
organizational skills, and independent judgment in the process of routine administrative details. 

REPRESENTATIVE DUTIES: 

The following duties are examples of assignments performed by incumbents in this classification.  It is 
not a totally comprehensive list of duties, nor is it restrictive regarding job assignments. 

ESSENTIAL DUTIES: 
Provides highly responsible administrative, and operational support functions for the evening and 
morning student activities of the Environmental Education Program and the school site facility. 

Coordinates and organizes student activities, presentations, and flag ceremonies; develops, maintains, 
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Confers with the program administrator regarding evening office operations, student activities, student 
and cabin leader performance, and program policies and procedures. 

 
Reviews student medical records and disseminates medication as required; orders and maintains 
medical supplies; administers first aid as needed. 

 
Establishes and maintains logs, records, and filing systems relating to evening student activities and 
facility usage; develops related reports as assigned. 

 
Types, develops, and prepares a variety of reports and correspondence related to assigned activities 
and functions. 

 
Operates a desktop computer, typewriter, duplicating equipment, fax machine, and other peripheral 
and standard office equipment in the course of assigned duties. 

 
Utilizes a variety of accounting, word-processing, desk-top/graphics publishing, and other software 
application programs. 

 
OTHER DUTIES: 
Perform related duties as required. 

 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
Effective record-keeping and office principles, procedures, and practices. 
Proper English usage, grammar, punctuation, vocabulary, and spelling. 
Effective child guidance practices and principles and student recreational activities involving sports, 
games, arts, and crafts. 
Principles of leadership, supervision, training, and facilities management. 
Basic desktop operations and software applications programs. 
First aid and CPR procedures. 
Environmental/outdoor education curriculum and strategies, preferred. 
 
ABILITY TO: 
Follow and understand oral and written instructions without immediate supervision. 
Reason logically and use independent judgment in routine and stressful situations. 
Interpret and apply applicable state and federal laws, rules, regulations, procedures, and policies. 
Read, write, and effectively communicate at a level sufficient to successfully perform required duties. 
Develop student activities associated with an environmental/outdoor education program using a variety 
of established curricular techniques and methods. 
Effectively supervise students in a variety of situations. 
Develop, prepare, and maintain a variety of files, materials, records, and reports. 
E




