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Ta apply for this Administrative Assistant Il positlon, click on Complete Application .

Classifiad Staff Results Available Pasitions: @ teturn to e | EiEmallthis job to a friend
Job Title Location Divislan Req No. Job Detail
ECC Campus Public Relations C1617.043 Job Tide: Administrative Assistant || Reqg: C1617-043
Location: ECC Campus Division Public Helations
Curricubum Advisor ECC Campus Academic Affairs Cle17042 Positon Type: Classified Suaff Posting Clase Dare: G427
Police Oficer - Lateral or Pre-Service [Compzon Center) Comgtan Center Campus Police 117016
Police Officer - Lateral or Pre-Service (ECC Campus) ECC Campus Campus Police 1617003
Available Postions: JoDesaptios
BASIC FUNCTION
Undar the direction of an assigned Administrator, perform a variety of complex and responsible secretarial, administrative assistance and
OI'E"F research activities to relieve the administrator of administrative detail in a major, complex, program er function.
DISTINGUISHING CHARACTERISTICS
The Administrative Assistant [ provides secretarial and administrative support to a Director of a College program or service. The
Po d Administrative Assistant IT reports to a senior level administrator at the level of a Dean or Director of a major, complex, program or service of
wered by broader scope and accountablfity.
8 2017 Greenires Systems, Inc iGreentree

REPRESENTATIVE DUTIES

Organize and manage day-to-day activities of an assigned office to assure efficient and effective office operations; coordinate
. ications; refieve the administrator of detailed administrative p d

Perform a wvariety of duties independently in suppert of functi delegated to assigned imi i+ interpret and apply rules and
reqularions as appropriate,

Type a variety of materials such as corespendence, agendas, minutes, reports, ferms, applications, memoranda and other documents,

Coordinats ication between the inis and staft, students, Faculty, vendors, the public and others, obtain and provide
Informatien, ceordinate activities and resalve problems.

Coordinat ication with vendors, contractors and public and private representatives in arranging programs, supporting contracts, and




Look at requirements

Education & Experience

Any combintion eguivalent to: graduation from high schoal, including or supplemented by courses in secretarial stience and four years of
increzsingly responsible secrezarial experience,

The ability to pass  Computer Skills Typing Test 2t 60 net words per minute and the ability fo pass an Intermdiate Word 2010 Computer
sl Tt with 2t least 70% accuracy,

If you are unsure of your Ty 2 of links that mey be 3 Speeq is and also
opportunifies to practice priorto the required testing assacizted vith this positon: ttp://wnvw.fypingtest.com it /loffical-typing-test.com/

Aoplicants who are determined to mat the qualfications will be notified of the date and time of the computer skl test by emai from
elcamina.automail igreentres.com, The information will b sent to the email adcrese provided on your application,

Please be sure to fog into ioreentree and check vour agptication status for undates,

WORKING CONDITIONS

Office environment

Dexterity of hands and fingers fo operate 2 keyboard,

Hearing and spezking to axchange information in person znd on the telephane,
Sitting for extendad periods of time,

Read 3 variefy of materizks.

Eitensive computer work.

To Apply & Closing Date

TO APPLY
Aoplicants must submit the following documents by the closing date:

1) Online application: https: ¢ camino.iqreentree.comjcss_classified

2) Resume - Resumes are NOT accepted in olace of any part of the application and you should complete all sections of the application even if
the entries dugliczta information on your rzsums.

Roplicants with disabilities requiring special accommadations must contact Human Resources at least five (3) working days prior to the final
fling date.

Please Note: Documents submitied or uploaded for 2 previous position cannot be reused for other pasitions. You must submit the required
documents for ezch position you apgly for by the closing cate, Failure to do so will result in an incomplete application. Applications with an
Incomplete status will not recerve cansiderztion. You may chack the status of your application online,

IF you shold need assistance plezse call (310) 660-3503 Ext. 3807 or visit the office befween 8:00 2.m, and 4:00 p.m., Nonday through
Fricay,

Due to the large volume of calls received on closing dates, we highly recommend that you do not wait until the last day to apply so that we
may assist you with questions or technical matters that may arise. Give yourself sufficient time to complete the profle, which may take 45

minutes or more, Positions close promptly at 3:00 p.m, PST (pacfic stzndard time).
CLOSING DATE: FRIDAY, April 21, 2017 at 3:00 p.m.




Helpful Hints

Create or update your profile prior to submitting
your application

Read the job announcement carefully; if it requires
‘progressive growth’ show it on your application
job duties

Review the documents required for the position

Once you submit your application no changes
can be made to this document by you or the
recruiter



BE PREPARED

« Have your documents ready to upload in the
format requested

e If you are editing a document and have
tracked your changes, make sure you finalize
your document

« Make sure your transcripts have the name of
the school and date your degree was
conferred and/or show the course work
required in job description

 (we will not automatically pull/load transcripts we have in current file)



EQUIVALENCY

If you do not meet the qualifications as listed
on the announcement, you wil need to

complete the equivalency form
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All questions with asterisks * need to be answered

A7) EL CAMINO COLLEGE

Apply For Position
Please answer All Questions

e yemn rraeet the sepued squilifie sticn, oo sated on the job
e s e T

© Do ol yuses b ey 1o AP sk epppase ELruty T

= W yous weete refented by an E Camino College ermplopee, wiho




TRANSCRIPTS

« Have your transcripts scanned as ONE pdf
document

* No tiff files — we cannot open these

« There are limits to the size of documents
loaded, (32mb). Trying to load a file that is
too large may result in an error message, so
do not upload documents you do not need.



UPLOADING DOCUMENTS

 Upload each file in its desighated area. Do not load
all required documents as one file.

Do not load any type of document in the ECC10
area except a document related to a conviction
Why? Documents loaded here are considered
highly confidential and therefore cannot be viewed
by any committee members

 Any other documents not required will be removed
and committee members will not have access to
those documents



Application will not be complete if required documents are not uploaded

If your documents are not ready to upload you can come back but MUST complete before closing date
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Check your status

If you are having trouble

loading documents, do ’(HG\)ELCAMNOCOLLEGE
not load in the note QW

section

Fidjobs  Applation Stats ~ obiAlers My Profie 4 VarthaLoper

There is no guarantee
that your application will Aopeation S

be screened before the = . . Gmle e N

deadline and by that oty lnbs Doames gt
time, it is too late oo E -
anTmeTemporary 11182016 &=|  Applicaton Recived 11806 Mﬁ Add Documents | Withdraw
. Instructor - Nursing :] - -
There is a contact 4o et
number on the job
announcement

Call for assistance



Warning!
 Never, ever, ever, withdraw your

application unless that is really what you
want to do

 You will not be able to re-apply

e If you are having a problem, call us so we
may be able to assist

Message from webpage i

) Areyou sure you want to remove yourself from consideration for
Y this position?
If you withdraw you will not be able to re-apply for this position.

’ oK ’ Cancel ‘



MOST IMPORTANT HINT

 Don’t wait until the last minute to
apply

« Have your documents ready for
upload

e Positions close at 3:00 p.m. PST. Late
applications will not receive
consideration




Thank You

e Classified Recruiter: Pamela D. Jones x3478

« Academic Recruiter. Martha E. Lopez x5809
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