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Incumbent:  
Classification: Student Assistant 
Position Number: 364-233-4870-XXX 

Position Duty Statement

	Date:
	Name of Incumbent:

	August 26, 2019
	VACANT

	Civil Service Title:
	Position Number:

	Student Assistant
	364-233-4870-TBD

	Working or Job Title:
	Division/Unit:

	Student Assistant
	Workforce & Economic Development

	Supervisor's Civil Service Title:
	Location:

	Staff Services Manager I (Supervisory)
	Sacramento CA 

	Supervisor's Working Title:
	Work Hours/Shift:

	Staff Services Manager I
	Part-Time/Intermittent

	Conflict of Interest Disclosure Category:
	License or Other Requirement:

	 FORMCHECKBOX 
 1      FORMCHECKBOX 
 2      FORMCHECKBOX 
 3      FORMCHECKBOX 
 4      FORMCHECKBOX 
 N/A
	N/A

	Supervises:

	N/A

	You are a valued member of the Agency’s team.  You are expected to work cooperatively with team members and others to enable the Agency to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.

	Program Identification:

	Our community colleges are the leading provider of workforce training and we are uniquely positioned to improve the social and economic mobility of Californians from all backgrounds. The key to students’ success is the California Community Colleges’ Workforce & Economic Development Division, which is responsible for supporting instruction, managing grants to community colleges, providing technical assistance and implementing strategic special programs. 

	Summary Statement:

	Under close supervision of the Staff Services Manager I (SSMI), the Student Assistant provides support to the Workforce & Economic Development Division. The Student Assistant will sort, stamp, track and route mail to division staff members; assist with office supply orders; compose and proof read letters, memos, and forms as requested; update WEDD manual(s) as needed; assist with the creation of workflow utilization of Adobe Sign technology and other special project as assigned by the SSMI. 

	Essential Functions (E) – Marginal Functions (M) 

	%
	Job Description

	40% (E)
	Opens, date stamps and routes mail to appropriate staff on a daily basis.  Prepares supplies requests.  Printing, log and submit signed payment transmittals to Accounting and track WEDD Invoices. Maintain grant filing system.

	40% (E)
	Types and proof reads letters, memos, reports, forms and other related materials for the division and adheres to the Accessibility requirements.  Continues updating WEDD Manual as needed.  Coordinating new hire welcome packets and materials. Updating content on the intranet and CCCCO website and creating/updating forms using Adobe.  

	15% (E)
	Create workflow utilizing Adobe Sign technology to automate the invoice approval process.

	5% (M)
	Perform other duties as required in support of the agency’s mission and goals.


	

	

	PROFESSIONAL CONTACTS:

· Frequent contact with CCCCO staff at all levels
· Infrequent contact with community colleges staff at various levels

	SPECIAL PERSONAL CHARACTERISTICS:

· Ability to work collaboratively as a team member.
· Strong oral and written communication skills

· Positive attitude, open-mindedness, flexibility, and tact.

· Commitment to quality service that exceeds expectations.

· Excellent organizational skills.

· Focus attention to detail and follow-through.

· Multitask, meet deadlines, and adjust to fluctuating assignments in a cooperative manner.

· Good attendance and punctuality record.

· Consistently exercise a high degree of initiative.
· Working proficiency in Microsoft Word, Outlook, Excel, and PowerPoint. 

· Communicate confidently and courteously in a clear and concise manner in a diverse community.

	WORKING AND ENVIRONMENTAL CONDITIONS:
· Read, write and speak in a clear and concise manner

· Work in a climate-controlled, open office environment under artificial lighting.

· Exposure to computer screens and other basic office equipment.

	I have read and understand all the requirements and information above and discussed the duties listed above with my supervisor and can perform them either with or without reasonable accommodation (RA).  (If you believe you may require RA, please discuss this with your hiring supervisor.  If you are unsure whether you require RA, inform the hiring supervisor who will discuss your concerns with the RA Coordinator.)

	Employee Signature:
	Date:

	

	

	I have discussed the duties of this position with and have provided a copy of this duty statement to the employee named above.

	Supervisor Signature:
	Date:

	


