
 (
SANTA PAULA
 ELEMENTARY SCHOOL DISTRICT
PERSONNEL COMMISSION
201 S. Steckel Drive Santa Paula, CA  
93060  (
805) 933-8810
  www.spesd.org
)
ANNOUNCES AN EXAMINATION FOR:

MIGRANT ED. RECRUITER (Bilingual English/Spanish)
Open and Promotional

 (
BE SURE YOU READ AND FULLY UNDERSTAND THE JOB ANNOUNCEMENT BULLETIN.  ALL THE INFORMATION YOU NEED TO SUBMIT A COMPLETE APPLICATION, AS WELL AS EXAMINATION PROCEDURES, IS INCLUDED IN IT.
)



PURPOSE OF EXAMINATION:
To fill a vacancy, 4 hours per day, 11 mos. per year, and to create an eligibility list for future vacancies occurring during the next twelve months.

FINAL FILING DATE:					SALARY RANGE:
March 12, 2012 by 3:30 p.m.					$14.29 - $17.37 per hour, plus 2.5% bilingual stipend

BASIC FUNCTION:
Under the direction of the Coordinator of Aspire & Migrant, identifies, recruits and enrolls qualified children into the Federal Migrant Education Program which provides supplemental instructional and health services to children of migrant parents, retrieves and updates information of migrant students, and refers parents to community-based health clinics for treatment of their children’s’ health problems.

REPRESENTATIVE DUTIES:
Make home visits to identify, recruit and enroll potential students for the Migrant Education Program and update pertinent data; completes or assists parents in completing forms regarding children’s eligibility, federal free lunch program, bus services, insurance, selection of classes, and health services; provide assistance to organize and coordinate workshops for Migrant parents, parent meetings and promote parent participation in program and school activities; visits homes, social services agencies, churches, and other locations to inform parents of supplemental instructional and health services provided under the Migrant Education Program; maintains a daily log of activities; provide assistance to compile and review management information files for reporting and compliance reviews; attend a variety of meetings related to program activities and services; assist to prepare agendas and take minutes; interpret during meetings and conferences to facilitate communication between parents, teachers and district personnel; translate a variety of written materials from English to a second language and from that language into English; interpret and facilitate communication between staff and non-English speaking parents; operate a personal computer and peripheral equipment, using modern software, including word processing and data input; operate a variety of modern office machines and equipment such as a typewriter, calculator, FAX and copier; and perform related duties as assigned.

KNOWLEDGE OF:
Program eligibility requirements; social and medical services; record-keeping techniques; operation of a computer terminal and data entry techniques; correct oral and written usage of English and a designated second language; oral and written communication skills; interpersonal skills using tact, patience and courtesy; and diverse academic, socioeconomic, cultural, and ethnic backgrounds of program families.

ABILITY TO:
Assist in identifying, recruiting and enrolling students in the program; assist in determining parent and children eligibility and qualification; perform a variety of clerical office duties, including the preparation and maintenance of records and reports; read, write, translate and interpret English and a designated second language; maintain current knowledge of program rules, regulations, requirements and restrictions; read, interpret, apply and explain rules, regulations, policies and procedures; determine appropriate action within clearly defined guidelines; communicate effectively both orally and in writing; establish and maintain cooperative and effective working relationships with others; type at a speed sufficient to successfully perform the duties of the job; operate a computer terminal to enter data, maintain records and generate reports; work independently with little direction; work confidentially with discretion; work irregular and evening hours as needed; and observe legal and defensive driving practices.

Education and experience: Any combination equivalent to:  High School diploma, G.E.D., or equivalent, and six months of experience in assisting low-income and multicultural families in social service activities or experience in agencies or programs serving children.

LICENSES AND OTHER REQUIREMENTS:
Valid California driver’s license.
Incumbents in this classification are required to speak, read and write in English and a designated second language.

WORKING CONDITIONS:
ENVIRONMENT: Office environment, driving to school sites to conduct work, and working evening or variable hours.
PHYSICAL DEMANDS: Sitting or standing for extended periods of time, bending at the waist, kneeling and reaching to file and retrieve records, and dexterity of hands and fingers to operate a typewriter, computer or other office equipment.

TO APPLY:
You must obtain an application packet and return the completed application by the filing deadline to Human Resources-Classified, 201 S. Steckel Drive, Santa Paula, CA.  Application must be sufficiently complete and specific to fully indicate the experience and other qualifications of applicants.  Resume or additional attachments may be included with your application, but not in lieu of an application.

SELECTION PROCESS:
Application: Applications will be screened for evidence of the minimum requirements for the position.  Falsification or omission of a material fact is cause for rejection, removal from the eligibility list or dismissal from employment.

Eligibility:  All applicants are required to pass a written examination, (weight 50%) and a qualifications/technical appraisal/oral examination in English and Spanish to assess bilingual ability (weight 50%).  Bilingual applicants will need to pass a written Spanish to English and English and Spanish translations examination.  All applicants must achieve a passing score in each part of the examination process in order to be placed on the eligibility list.

OPEN & PROMOTIONAL INFORMATION:  Open and Promotional examinations are open to competition by qualified employees and non-employees alike.  All promotional candidates who successfully complete the examination process are placed on a promotional eligibility list which must be used first in filling the vacancy(ies).  If this list contains fewer than 3 ranks, it is then supplemented by names from the “Open” eligibility list.

Employment Verification:  In accordance with the Immigration Reform and Control Act of 1986, new employees must provide written proof of their legal right to work in the United States.

Fingerprinting:  State law requires that all employees be fingerprinted.  AB 1610 prohibits employment until the Department of Justice completes its obligations regarding the arrest and conviction information.

Reasonable Accommodation For The Handicapped:  Individuals with disabilities requiring reasonable accommodation in the testing process must notify Classified Human Resources at 933-8810.  Official documentation must be submitted to the Classified Human Resources office no later than 3:30 p.m. on the final filing date.

 (
The Governing Board and the Personnel Commission do not discriminate on the basis of sex, race, color, religion, national origin, ethnic group, sexual orientation, marital or parental status, physical or mental disability; section 504 disability or any other unlawful consideration.
)




Note: The district has the right to limit the number of eligibles which can be reasonably used during the existence of the eligibility list.  The provisions of this announcement do not constitute an expressed or implied contract and any provisions contained in this announcement may be modified or revoked without notice.			
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