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EXTENDED OPPORTUNITY PROGRAM & SERVICES (EOP&S) ASSISTANT 
The district-wide eligibility list will be used to fill both full-time and part-time positions in this classification for at 

least one year.  The current vacancy is at Reedley College. 

  

Definition: Under direction assists students with services which further their educational goals through the Extended 

Opportunity Program and Services (EOP&S) program. 

  

Compensation: Starts at $3673.58 per month.  (Salary and benefits pending labor union negotiations.)  Full-time permanent 

positions provide an attractive benefit package which includes health, dental and vision coverage for the 

employee and eligible dependents, as well as life insurance and disability coverage for employees.  Part-time 

positions are paid hourly, starting at $21.19 per hour with no benefits, except sick leave and vacation. 

  

Examples of Duties: Performs a variety of duties including assisting students and parents in application and documentation for 

financial aid, scholarships, and grants, and analyzing student need through recognized need analysis techniques, 

determines student eligibility for aid, organizes and conducts program orientation sessions, assists students with 

career guidance materials, dissemination meetings with college and community groups and organizations, and 

assists in the development of processing materials. May perform other related duties as needed. 

  

Required 

Employment 

Standards: 

Education: Formal or informal education equivalent to completion of the twelfth grade. Associate's Degree is 

preferred. 

 

Experience: Experience working with a diverse clientele in providing various types of student support 

services, such as financial aid, personal counseling, career and transfer information. 

 

Licenses/Certificates: Valid Driver's License is required. 

 

Knowledge:  

 Basic knowledge of eligibility and administrative requirements for Title V and related programs.  

 Knowledge of principles and techniques of student advising and interviewing in order to provide 

proper assistance.  

 Knowledge of effective outreach, recruitment and retention tools and strategies used for student 

services.  

 Knowledge of issues relating to ethnic minorities and persons with language, educational, social or 

economic disadvantages.  

 Knowledge of record keeping and report preparation techniques to ensure budgets and financial 

information is properly tracked and to ensure reports are prepared in a timely manner.  

 Knowledge of customer service principles and interpersonal relationships in order to appropriately 

interact with students, staff, faculty, and the public.  

 Knowledge of proper English spelling, grammar, and punctuation to compose items such as 

correspondence and/or reports.  

 Knowledge of basic math including addition, subtraction, multiplication, and division.  

 Knowledge of current computer software applications and office productivity software such as word 

processing, spreadsheets, calendar, presentation, and database programs.  

 Knowledge of current computer operating systems. 

 

Skills: 

 Skill to apply and explain relevant laws, regulations, policies and procedures related to the program.  

 Skill to make effective oral presentations to a variety of audiences with differing levels of knowledge 
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regarding Title V and related programs.  

 Skill to employ mathematical techniques for the purpose of compiling and analyzing statistical reports.  

 Skill to research, analyze data and prepare reports.  

 Skill to prepare work activities, schedules, and resource utilization to ensure office tasks are properly 

prioritized.  

 Skill to operate standard office equipment such as computers, fax machines, copy machines, 

telephones, and others.  

 Skill to utilize word processing, spreadsheets, email, online calendaring and data entry/retrieval from 

database programs  

 Skill to rapidly learn and acquire skills in areas and technologies not previously assigned.  

 Skill to communicate technical information to individuals and groups with limited technical 

background. 

 

Abilities:  

 Ability to recruit and monitor the academic progress of high-risk students.  

 Ability to review and analyze student academic records such as transcripts.  

 Ability to understand, be sensitive to and respect the diverse academic, socio-economic, ethnic, 

religious, and cultural backgrounds, disabilities and sexual orientation of students, parents, teachers, 

administrators and staff.  

 Ability to communicate with individuals for whom English is not a primary language.  

 Ability to learn federal and state regulations and its terminology in order to communicate information.  

 Ability to maintain confidentiality of sensitive information and records.  

 Ability to appropriately interact with students, staff, faculty and public.  

 Ability to receive and follow instructions.  

 Ability to build and maintain effective working relationships.  

 Ability to operate computers and their peripherals.  

 Ability to use current common software applications.  

 Ability to accurately enter and retrieve data.  

 Ability to maintain consistent, punctual and regular attendance.  

 Ability to lift and carry office supplies and equipment weighing up to 25 lbs.  

 

Examples of physical ability requirements necessary to perform the above job duties: 

 Have coordinated, precise movement of the fingers of one or both hands to perform tasks such as 

typing, writing and taking notes. (Finger Dexterity)  

 See clearly objects and close surroundings that are 36 inches or closer to perform tasks such as looking 

at computer monitors. (Near Visual Acuity)  

 See clearly objects and close surroundings that are six feet or further away such as being able to see 

other vehicles while driving. (Far Visual Acuity)  

 Distinguish between shades of one color or the difference between two or more colors such as working 

with computer monitors and filing systems. (Color Discrimination)  

 Hear and understand human speech in a relatively quiet environment such as hearing someone speak 

in quiet office or library setting. (Speech Intelligibility in Quiet)  

 Hear and understand human speech in a relatively noisy environment such as hearing someone speak 

to you while in the presence of loud equipment. (Speech Intelligibility in Noise) 

Ex 

Ex  Examples of mental ability requirements necessary to perform the above job duties: 

 Listen to and understand information and ideas presented through spoken words and sentences. (Oral 

Comprehension)  

 Come up with unusual or clever ideas about a given topic or situation, or to develop creative ways to 

solve a problem. (Originality)  

 Arrange things or actions in a certain order or pattern, according to a specific rule or set of rules such 

as patterns of numbers, letters, words, or pictures. (Information Ordering)  

 Identify or detect a known pattern, such as a figure, object, word, or sound that is hidden in other 

distracting material. (Flexibility of Closure)  

 Generate or use different sets of rules for combining or grouping things in different ways. (Category 

Flexibility) 
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 Focus on a single source of sound in the presence of other distracting sounds. (Auditory Attention)  

 Quickly make sense of, combine, and organize information into meaningful patterns. (Speed of 

Closure)  

 Concentrate on a task over a period of time without being distracted. (Selective Attention)  

 Shift back and forth between two or more activities or sources of information; multi-task to work on 

different projects simultaneously. (Time sharing)  

 Remember information such as words, numbers, pictures, and procedures. (Memorization)  

 Clearly communicate information and ideas through spoken words so others will understand. (Oral 

Expression)  

 Identify and understand the speech of another person. (Speech Recognition)  

 Recognize when something is wrong or is likely to go wrong. (Problem Sensitivity)  

 Combine pieces of information to form general rules or conclusions such as finding a relationship 

among seemingly unrelated events. (Inductive Reasoning)  

 Apply general rule, a premise, which is known to be true to specific problems to produce answers that 

make sense. (Deductive Reasoning)  

 Read and understand information and ideas presented in writing. (Written Comprehension)  

 Communicate information and ideas in writing so others will understand. (Written Expression) 
  

Working conditions 

Which May Occur: 

 May be required to travel to locations other than assigned site.  

 Work inside protected from the weather.  

 Work effectively in a demanding environment.  

 Work with sensitive and confidential information.  

 Noise exposure under 65 decibels, roughly that of a normal conversation or a ringing telephone.  

 Some overtime and/or schedule changes may occur. 
  

Selection Process: The selection process will include screening to ensure applications are complete and meet all minimum 

qualifications. Qualified applicants will be invited to take a written or online test of knowledge and abilities 

(30% weight). Of those achieving a passing score on this exam, only the 30 highest scoring candidates, plus 

ties, will be invited to the performance exam (30% weight). Of those achieving a passing score on the 

performance exam, only the 15 highest scoring candidates, plus ties, from the combined test scores of both 

written and performance will be invited to the oral appraisal board interview (40% weight). Passing score is 

75% out of 100% on each testing section. 

 

TESTING IS TENATIVELY SCHEDULED FOR SATURDAY, JUNE 1, 2013 

 

To move forward in the selection process, you must complete an online application through our website 

at http://agency.governmentjobs.com/scccd  Resumes may also be submitted but cannot be used in lieu of 

a completed application. 

  

Filing Deadline: 4:30 p.m., Thursday, May 16, 2013.                                                Posted:  4/25/13, Revised 4/25/13 
           Pay Range: Regular Classified 54 

http://agency.governmentjobs.com/scccd

