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approves work orders and maintenance needs for classrooms.
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related questions; meets with parents regarding discipline, developmental or other child issues and develops
corrective plan of action.

Communicates with administrators, personnel and outside organizations to coordinate activities, resolve
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Establish and maintain cooperative and effective working relationships with others.
Operate a computer and assigned office equipment.

Analyze situations accurately and adopt an effective course of action.

Meet schedules and timelines.
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Direct the maintenance of a variety of reports and files related to assigned activities.
Maintain current knowledge of legal requirements and changes to laws.
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Operate a variety of audio-visual, office and instructional equipment.
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Any combination equivalent to: bachelor's degree in education or related field and three (3) vyears

increasingly responsible experience in early childhood education including classroom instruction and work
with transitional services.

LICENSES AND OTHER REQUIREMENTS:

Child Development Center Director’s Permit
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
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Approved: Anisha Munshi, Ed.D. t “Date
Assistant Superintendent-Personnel Services

Revised 7/23/18: removed Valid and appropriate California Teaching Credential



