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SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

PERSONAL CONTACTS

EMPLOYEE ACKNOWLEDGEMENT
I have read and understand the duties and requirements listed above, and I am able to perform these duties with or 
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an 
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.) 

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT
I certify this duty statement represents a current and accurate description of the essential functions of the position. I have 
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME MANAGER/SUPERVISOR SIGNATURE DATE

HRD C&P ANALYST HRD APPROVAL DATE EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office Copies - Employee and Supervisor
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	CDESeal: 
	: 
	PRLogNum: 
	Classifications: Staff Services Analyst
	WorkingTitle: Education Resource Center Staff Services Analyst
	Branch: Instruction, Measurement & Admin
	Division: State Special Schools & Services 
	Office: California School for the Blind
	CBID: R01
	WWG: 2
	PCN: 
	PositionNumber: 184-642-5157-001
	City: Fremont 
	Probation: 12 Months
	Tenure: Permament
	TimeBase: Full-Time
	Bilingual: No
	Telework: Office-centered 
	SafetySensitive: No
	ConflictofInterest: No
	GeneralDuties: Under the supervision of the Director of the California Education Resource Center for the Blind and Visually Impaired (CERCBVI), the Staff Services Analyst (General) supports the Director, Short Course Program, and other departments in the Education Resource Center to maintain and advance the educational reach of the CSB outreach programs. Key responsibilities include creating and implementing data analysis spreadsheets and tools, facilitating the application and welcoming process of the short course and summer academy programs, collaborating with Education Resource Staff to identify and produce resources, analyze services and areas of need throughout the state, maintaining the school website and being a key contributor to Section 508 compliance on campus. This position also coordinates volunteers, professional development opportunities, and other duties as assigned.
	ConductExp: All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and possess integrity, initiative, dependability and good judgment.
	SupervisorRec: Director of Education Resource Center
	SupervisorEx: N/A
	WorkingConditions: Will work in a temperature controlled environment with LED lighting. May predominantly sit at desk or use sit/stand desk during normal working hours to perform daily duties, and may be required to lift and carry document boxes weighing up to 25 lbs. This position may be kneeling, squatting, bending, reaching overhead/above shoulder level, sitting. May be around blind or visually impaired students. May be required to escort student during fire drills or emergencies. This position is also on an open school campus and may be around service animals. 
	TimeRequired1: 35
	Duties1: Support the Director in daily activities and on-campus responsibilities of the Education Resource Center as well as collaborating and coordinating projects to facilitate departments efforts.• Regular support of the Director of CERCBVI in routine activities and projects. • Maintain and analyze outreach statistics for reporting, including compiling information, analyzing service areas, as well as generating data on the issues and needs impacting students with visual impairments and their educational support teams.• Assist in planning, preparation, and coordination of outreach events including collaboration and help for on-campus events..• Collaborate to identify, build, and share resources with local education agencies, students, and families statewide.• Collaborate with Education Resource Center staff to coordinate events, meetings, and trainings statewide.• Assist with contract generation, monitoring, and implementation.• Collaborate to collect data, track accomplishments, and create reports for the Education Resource Center.• Analysis of opportunities and events for the Education Resource Center to improve employee performance, efficiency, and staff development.
	TimeRequired2: 30
	Duties2: Web Contributor, Social Media, and Section 508 Compliance Assistance:• Modify, add, and delete content and pages to the primary CSB website and social media pages;• Communicate with staff and supervisors regarding content and modification suggestions;• Continual analysis of programs as well as communication with staff to illicit information and content to post;• Take pictures and video as well as collect pictures and video from staff to post;• Routinely monitor website and social media to keep content fresh and applicable with special focus on front page;• Correspond with Technology Services Division (TSD) regarding changes to content to be uploaded to the public site;• Compile website mailing lists and work with the Executive Secretary to send out ListServ emails;• Coordinate members of the cabinet to analyze the website as a whole and specific web pages to ensure that it is an accurate and complete representation of our programs.• Check and ensure accessibility of content; correct and/or return with continual communication with requestor;• Use of the Agency .pdf document creation software to create accessible forms and fliers;• In coordination with other SSAs and OTs, provide on-campus training and support to faculty regarding Section 508 compliance.
	TimeRequired3: 25
	Duties3: Short Course and Summer Academies (in coordination with the Short Course Coordinator and Director of CERCBVI):• Market short courses, day camps, trainings, and summer academies• Create and maintain applications including interest form(s), application(s), medical packet, and secondary applications to specific camps requiring additional information or clearances. • Correspondence with families and school districts regarding programming, application process, and attendance; • Distribution of application(s), medical packets, and secondary applications and clearances to families and LEAs. • Receive and review applications and medical packets for completeness and correspond with relevant faculty including the Student Health Unit to clear students for participation; • Complete procurement for short courses and summer academies; • Assist as needed for specific in program help or field trips, as well as take pictures throughout short courses; • Create certificates of participation/completion and mail out reports for each student; • Maintain electronic and physical records of participants; • Create and distribute annual mailings to advertise courses; • Provide assistance when needed for campus tours of prospective short course families and districts.
	TimeRequired4: 5
	Duties4: Volunteer Coordination (in collaboration with Office Technician (Typing) and Principals support in the Education and Transition programs): • Connect with volunteers and help process applications for events associated with the Education Resource Center and special programs at CSB; • Conduct preliminary screening and conversations with these potential volunteers to determine appropriate fit(s); • Maintain communication with volunteers including accepting applications; processing fingerprints and tuberculosis (TB) clearance, providing campus orientation, and other necessary logistics;  • Communicating with education resource center staff to identify areas of need and opportunity;  • Communicating and following up with staff designated as volunteer supervisors to provide more specific training and complete evaluations;  • Collaborate to advertise and recruit volunteers to our campus and programs.  
	TimeRequired5: 5
	Duties5: Other duties as assigned, including back-up and support of other Staff Service Analysts and Office Technicians as needed. 
	TimeRequired6: 
	Duties6: 
	AdditionalReq: The incumbent must possess good judgment; strong organizational and electronic spreadsheet and data collection skills; the ability to effectively communicate with supervisor, staff, and public; be self-motivated to ensure goals are met and assignments are completed in a timely manner; be innovative and open-minded to establish new and different processes and policies to support the Education Resource Center’s mission, vision and goals; and work kindly and collaboratively with all. 
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