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Phoenix Union High School District No. 210
4502 North Central Avenue

Phoenix, Arizona 85012
 

Equal Opportunity Employer
 

 
    

POSITION TITLE: Program Assistant—Alternative
Programs

DIVISION: Instructional Services

WORK YEAR: 9,10,12 Months DEPARTMENT: Alternative Education

LOCATION: Alternative Sites SALARY SCHEDULE: Support Services
    

 
 
 
DEFINITION:
 
The Program Assistant—Alternative Programs provides a variety of clerical and operational support services for Alternative Program staff;
communications information to parents, students, and general public; performs registration duties for the Homebound Program.  Performs job
related duties as assigned.
 
ESSENTIAL FUNCTIONS:
 

1.       Establishes and maintains teacher master file, student schedule file, grades and deficiency files via computer for the Homebound
Programs.

2.       Provides program information to parents and general public in response to inquiries.

3.       Processes new students applications.

4.       Performs a variety of clerical duties related to registration, student record keeping, and other functions as determined by the unit
administration.

5.       Orders students transcripts from home campus if required.

6.       Maintains program testing/and all student files and records.

7.       Answers phones, schedules appointments, coordinates community services for Counseling Department.  Maintains community
college information and materials.

8.       Coordinates activities, meetings, funds, and correspondence relating to graduation.

9.       Input and maintain records on computers on computer to assure compliance with regulatory and funding agencies.

10.    Maintain attendance and discipline records; provide information to prbation officers, District Personnel and parents as requested.

POSITION TITLE:          Program Assistant—Alternative Programs
 
 
 
 
QUALIFICATIONS:
 

1.       High School diploma or GED.  AA or BA preferred.

2.       Knowledge of basic computer skills and various software programs.

3.       One year clerical experience required.
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4.       Ability to type accurately at a rate required accomplishing duties effectively.

5.       Ability to communicate and work effectively with students, parents and staff.

6.       Knowledge of related District and Program policies and procedures preferred.

7.       Ability to work independently and coordinate the work of others.

8.       Knowledge of office methods and procedures, bookkeeping and record keeping.

9.       Ability to communicate effectively with diverse populations.

 
 
SUPERVISION RECEIVED:
 
Program Administrator
 
 
 
SUPERVISION GIVEN:
 
 
None
 
 

PREPARED BY: REVIEWED BY: REVIEWED BY: JOB NUMBER: EFFECTIVE 
DATE:

PSPC CEA Employee Relations 3398 1/04/99
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