Adapted Computer Technology Specialist
Page 2 of 5
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EL CAMINO COLLEGE COMPTON COMMUNITY EDUCATIONAL CENTER
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ADAPTED COMPUTER TECHNOLOGY SPECIALIST
FLSA: NON-EXEMPT
559070/ 25
FILING DATES:   OPEN – SEPTEMBER 24, 2012 / CLOSING – OCTOBER 24, 2012  


Start       
  6 mos*
     1 yr            2 yrs           3 yrs
4 yrs 
    5 yrs
SALARY:
$3104.83
  $3260.08   $3423.08    $3594.25    $3774.00
$3962.67
    $4160.80 per month 

HOURLY:
$17.913
  $18.808
    $19.749      $20.736      $21.773
$22.862
    $24.005   per hour  *probation
DEFINITION 
Under general supervision, provides assistance in the use of adapted computer technology to disabled students; performs routine maintenance of computers; and performs related work as required. 

SUPERVISION RECEIVED AND EXERCISED 
Receives general supervision from the Director of SRC. Exercises no supervision of staff. 

CLASS CHARACTERISTICS 
This is a journey-level class responsible for assisting disabled students with learning, test taking, and other requirements through the provision of technical and computer-based tools and applications. Positions at this level receive only occasional instruction or assistance as new or unusual situations arise and are fully aware of the procedures and policies of the assigned function. Successful performance of the work requires the frequent use of tact, discretion, and independent judgment, knowledge of departmental and District activities, and extensive staff, public, and organizational contact. 

EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only) 

Management reserves the right to add, modify, change, or rescind the work assignments of different positions and to make reasonable accommodations so that qualified employees can perform the essential functions of the job. 
· Serves as primary contact person within computer labs for situations relating directly to assistive technology. 

· Trains and provides on-going support for students with disabilities  to use adapted computer technology. 

· Evaluates the functional limitations of students’ current adapted computer technology; recommends software that supports student education plans;  and tracks individual student progress under the direction of a certificated staff member.

· Provides assistance to students with disabilities regarding testing accommodation, equipment demonstration and loans, alternate media and notetaking or other support as approved by certificated staff.

· Conducts workshops for students/faculty on using various technologies as well as assistance with applications, registration and MYECC as needed.

· Prepares recommendations regarding system enhancements, including purchase of computer systems, associate peripherals, software, and assistive technologies.       

· Performs diagnostic maintenance and repair functions on computer systems, networks, associated peripherals, software, and assistive technologies. 

· Installs and configures  specialized hardware and/or software systems and maintains operations and procedures for LAN/WAN software relating to adapted computer technology. 

· Monitors lab usage and prepares various activity reports on a regular basis. 
· Interacts with Information Technology Services and college faculty in providing assistive access technologies in the mainstreamed classroom.

· Maintains knowledge of current trends and developments in computer fields.

· Assists in the development and implementation of goals, objectives, and priorities for the High Tech Center.

· Attends in-service training and staff meeting as required 

· Performs other duties as assigned. 

QUALIFICATIONS 
Knowledge of: 
· College-level adaptive computer technology and current trends. 

· Working knowledge of the Americans with Disabilities Act.  

· Methods and techniques in assisting students in the use of adaptive computer technology. 

· Strong Windows skills to include batch files, hard disk configuration and recovery programs;  Word Processing, Database and Spreadsheet programs. 

· Applicable Federal, State, and local laws, regulatory codes, ordinances, and procedures relevant to assigned area of responsibility.  

· Principles and practices of data collection and report preparation. 

· Recordkeeping principles and procedures.  

· English usage, spelling, vocabulary, grammar, and punctuation. 

· Techniques for providing a high level of customer service by effectively dealing with the public, vendors, students, and District staff, including individuals of various ages, various socio-economic and ethnic groups. 

Ability to: 
· Use, configure, and maintain Windows NT, Local Area Networks, and adapted computer technology hardware and software and provide assistive technical support throughout campus. 

· Troubleshoot, diagnose, and solve hardware and software  incompatibility associated with the use of assistive computer technologies and refer for vendor servicing when appropriate.

· Instruct students with a variety of disabilities on the proper usage of PC’s and software. 

· Participate in the development and implementation of goals for the High Tech  Center. 

· Analyze and evaluate information processing problems, plans, procedures, and requirements and adopt an effective course of action. 

· Apply new developments in the field of adapted technology and information systems processing related to the High Tech Center. 

· Conduct student surveys and studies. 

· Plan, prepare, and conduct in-service training classes for students with disabilities and faculty. 

· Compose correspondence and reports independently or from brief instructions. 
· Make accurate mathematical, financial, and statistical computations.

· Establish and maintain a variety of filing, recordkeeping, and tracking systems. 

· Organize day-to-day operations of the High tech Center:  prioritize a variety of projects and multiple tasks in an effective and timely manner; organize own work, set priorities, and meet critical time deadlines.

· Use English effectively to communicate in person, over the telephone, and in writing. 

· Use tact, initiative, prudence, and independent judgment within general policy and legal guidelines and maintain confidentiality in sensitive situations. 

· Establish, maintain, and foster positive and harmonious working relationships with those contacted in the course of work. 

Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and abilities is qualifying. A typical way to obtain the required qualifications would be: 
Equivalent to graduation from an accredited four-year college or university with major coursework in adaptive computer technology or a related field and three (3) years of responsible experience related to the operation, diagnostic, and basic repairs of computers. 

Licenses and Certifications: 
None. 

PHYSICAL DEMANDS 
Must possess mobility to work in a standard office setting and use standard office equipment, including a computer; vision to read printed materials and a computer screen; and hearing and speech to communicate in person and over the telephone. This is primarily a sedentary office classification although standing in and walking between work areas is required. Finger dexterity is needed to access, enter, and retrieve data using a computer keyboard or calculator and to operate standard office equipment. Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve and file information. Employees must possess the ability to lift, carry, push, and pull materials and objects up to 50 pounds.

ENVIRONMENTAL ELEMENTS 
Employees work in an office environment with moderate noise levels, controlled temperature conditions, and no direct exposure to hazardous physical substances. Employees may interact with upset staff and/or public and private representatives in interpreting and enforcing departmental policies and procedures. 

PRE-EMPLOYMENT REQUIREMENTS/CLEARANCES

· Criminal Justice Fingerprints.

· Tuberculosis screening.

· District pre-placement drug testing at District expense.

APPLICATION PROCEDURE:

To ensure full consideration, qualified candidates must submit:

· Compton Community College District Classified Application Online

· Upload the following documents:

· Cover Letter (Letter of introduction highlighting your education and experience.)
· Copies of pertinent transcript(s) 

*Transcripts from countries other than the United States must be evaluated by an agency that is a member of the National Association of Credentials Evaluation Service (NACES)
· List at least three references (name and contact information of individuals who can attest to recent professional preparation and experience pertinent to this position.)

· A complete resume.

ALL APPLICATIONS MATERIALS MUST BE

SUBMITTED ONLINE AT:

www.district.compton.edu/administration/human-resources
REASONABLE ACCOMMODATIONS:

Any individual with a disability, who requires reasonable accommodation, may request assistance by contacting the Human Resources Office at (310) 900-1600 extension 2144, or completing form PC1105, a minimum of five (5) working days prior to closing date for this position.

Selection Procedure

· Applications will be screened to determine which applicants meet the minimum qualifications as stated in the job announcement.

· Applicants who meet the basic qualifications and who are also deemed to posses the highest degree of desirable qualifications will be invited to the college at their own expense.   During the campus visit, each applicant will be tested and/or interviewed.

· The Human Resources Office will rate responses to the questions or interview questions.

· Based upon this rating, a small number will be invited to the campus a second time for an interview. 

EMPLOYMENT INFORMATION:

To be considered in the initial committee review, all materials requested in this vacancy notice must be received no later than the filing deadline.  Applicants wishing to apply for more than one position must submit separate materials for each position.  The District does not return materials submitted in application for a position.  (Copies of original documents are acceptable.)  SUBMISSION OF THESE MATERIALS IS THE APPLICANT’S RESPONSIBILITY.

During the interview, consideration will be given to factors in addition to education and experience, including but not limited to professional development, ability to work with others, and commitment to meet student needs.

The District reserves the right to contact the current or most recent employer and to investigate past employment records of applicants selected for interview.

Applicants who are eliminated from consideration will be notified by letter or email.  Candidates should not expect official notification of the status of their candidacy until the Special Trustee has acted upon the District’s recommendation for employment.

The District reserves the right to extend the deadline, re-advertise the position, or to delay indefinitely filling this position if it is deemed that applicants for the position do not constitute an adequate applicant pool.  Staffing of this position is contingent upon the availability of funding.

ABOUT THE DISTRICT
El Camino Community College District became the partner district to Compton Community College District in August of 2006.  Under the agreement with El Camino College, the El Camino College Compton Community Educational Center provides accredited instructional and student support services to our students with and on behalf of the Compton Community College District. 

The 83-acre campus is located on Artesia Boulevard, just north of the Artesia freeway and west of the Long Beach freeway.  The Compton Community College District continues to serve the communities of Compton, Lynwood, Paramount and Willowbrook, as well as portions of Athens, Bellflower, Carson, Downey, Dominguez, Lakewood, Long Beach and South Gate. The District has been a viable part of the community since 1927.  

The Compton Center is a welcoming, learning community in which the campus as a whole collaborates to serve and assist students in pursuit of their respective goals.  It serves as an integrated cultural Mecca, and functions in a unified fashion so that all current and prospective students receive consistent messages regarding the importance of learning and our commitment to assist them in achieving their learning objectives.

Compton is “The Place to Be!”  We will continue to serve our community with the goal of giving all students the education and skills needed to succeed in our global economy.

MISSION STATEMENT:  The Compton Community College District is dedicated to providing the residents of its service region with diverse educational, career and cultural opportunities.  The District is committed to offering a comprehensive curriculum in a safe, friendly and accessible environment that prepares students to achieve their personal professional goals.

THE COMPTON COMMUNITY COLLEGE DISTRICT IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER. Compton Community College District is an Equal Opportunity/Affirmative Action employer and does not discriminate in employment on the basis of sex, sexual orientation, race, color, religious creed, marital status, denial of Family & Medical Care Leave, national origin (including language limitations), ancestry, medical condition (cancer/genetic characteristics), age (40 and above), disability (mental and physical) including HIV and AIDS, denial of pregnancy disability leave or reasonable accommodation, or other protected classes, or obligations to the National Guard or Reserve Forces of the United States. For specific details on this policy, please contact Rachelle Sasser, EEO Compliance Officer, at (310) 900-1600, extension 2140.

IMPORTANT NOTICE


To be included in the initial screening, application materials must be received no later than the closing date.
Approved: 01/11,0 9/12

