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Maintain designated budgets and ensure assigned accounts are accurate and expenditures are within
federal or State requirements as assigned.

Communicate with administrators, personnel and outside agencies to exchange information, coordinate
activities and resolve issues or concerns related to office operations, activities, policies and procedures.

Organize teacher training workshops as assigned; make room reservations, prepare flyers, register
participants and other related activities; ensure adequate supplies and materials for workshops as directed.

Operate a variety of office equipment including a calculator, copier, computer, and assigned software.

Monitor inventory levels of office supplies, materials and equipment; order, receive and maintain
inventory of supplies, materials and equipment as directed; estimate and order materials related to an
assigned program such as testing materials and related paperwork.

Perform classification-related duties as assigned for ensuring the efficient and effective functioning of the
work unit and the District, including various mandatory District trainings.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Terminology, practices and procedures of the assigned office.
Modern office practices, procedures and equipment.
Applicable laws, codes, regulations, policies and procedures.
Record-keeping techniques.
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