
    
    
    
        
            
                
                    
                        
                        
                        
                    
                    [image: ]
                

                
                    	
                            Find Jobs
                            	Search Jobs
	Jobs by City
	Jobs by State
	Jobs by Category
	Search Employer


                        
	
                            Products
                            	Employer Products
	Job Seeker Products
	for Non Profits


                        
	
                            Resources
                            	Job Seeker Tools
	COVID Resources
	Gov Talk
	Blog
	Tools
	Community
	Location Spotlight
	Hire Government Initiative


                        
	
                            About Us
                            	About Us
	Contact Us
	Terms of Use
	Privacy Policy


                        
	
                                                            Log in
                                	Login
	Job Seeker
	Employer


                            
                        


                

            

        

    




    
		
                            
    
        
            
                How does your Resume Score?

                See how your resume stacks up.

            

            
                Submit Now
            

        

    

            		

	


    				

    

        

            

			

		
						
	
		
			
							
						
			
				
			

							
					


				

									
				Find Jobs
			

		

	



	
		

		
			
									
						
							Sorry, that job is no longer available. Here are some results that may be similar to the job you were looking for.						

					

								
																
							12 jobs found						

																
							Email me jobs like this						
									

									
						
							Refine Search 						
						
							
											
	
		
			
							
						
			
				
			

							
					


				

									
				Find Jobs
			

		

	



	
							

								
		Current Search

																reference associate adult services
										



	

						

					

								
														
            
            
                [image: County of Sonoma]
            
        

        
        
            Behavioral Health Clinician Intern
        

        
            
            
                                            Sonoma County, CA
                                    
            
                            
                    Santa Rosa, California, United States
                
                    

        
            Position Information   Are you a skilled Behavioral Health professional with a passion for helping others? Join the Department of Health Services as a Behavioral Health Clinician Intern!    Starting salary up to $49.46/hour ($103,228/year), and a competitive total compensation package!*  PLUS a $15,000 Signing Bonus^     The County of Sonoma Department of Health Services (DHS) seeks licensed professionals to fill multiple full-time, part-time, and extra-help Behavioral Health Clinician Internpositions within multiple behavioral health programs.  Note: These positions may also be filled by Behavioral Health Clinicians, for which there is a separate, concurrent recruitment intended for individuals who are already licensed by the Board of Behavioral Sciences or Board of Psychology.     Under direct supervision of licensed Behavioral Health staff, Behavioral Health Clinician Interns provide recovery-oriented behavioral health interventions to adults, families, children, and youth. These services include individual and group counseling, case management, crisis intervention, outreach, and other related support. Behavioral Health Clinician Interns work in a variety of programs including:     AB 109 and PC1370 Programs    Adult Access    Adult Services Team (Adult Full-Service Partnership, Integrated Health Team, Integrated Recovery Team, Older Adult Team, Community Mental Health Centers, SonomaWORKS, Transitional Age Youth Team, Transitional Recovery, Whole Person Care)   Crisis Stabilization Unit    Forensic Assertive Community Treatment Team    Homelessness Services (Homeless Encampment Access and Resource Team, Homekey Cohort, Interdepartmental Multidisciplinary Team)  Hospital Liaison Team & Utilization Review   Mobile Support Team    Program Support (Quality Assessment and Performance Improvement Team)   Substance Use Disorder Services    Youth Services (Family Advocacy, Stabilization and Support Team, Foster Youth Team, Juvenile Hall, Juvenile Sex Offender Program, Valley of the Moon Children’s Home, Child Trauma Response Team, Youth Access, Youth Medication Support)    Note  : For information on these Behavioral Health Division programs, many of the programs above are hyperlinked for additional resources.  In addition to the required registration, the ideal candidates for these position will:    Have prior recovery-focused and/or evidence based professional experience with substance abuse disorder and/or mental health clients  Be registered with the Board of Behavioral Sciences or Board of Psychology  Work well as part of a multi-disciplinary team  Possess the ability to multi-task and set priorities independently and understand when to seek supervision and consultation  Possess strong attention to detail  Thrive in a fast-paced and dynamic environment  Currently be registered as a Medicare provider or willing to register upon appointment    What We Offer    Working at the County of Sonoma offers expansive opportunities for growth and development, the ability to be a part of a challenging and rewarding work environment, and the satisfaction of knowing you're working to better our communities. You can also look forward to flexible work arrangements and excellent benefits* including:     Eligibility for a salary increase after 1,040 hours (6 months when working full-time) for good work performance; eligibility for a salary increase for good performance every year thereafter, until reaching the top of the salary range  Competitive vacation and sick leave accruals, 12 paid holidays, and an additional 8 floating holiday hours per year  County paid 100% premium contribution for the majority of employee-only and employee + family health plan options  An annual Staff Development/Wellness Benefit allowance of up to $850 and ongoing education/training opportunities  County contribution to a Health Reimbursement Arrangement to help fund post-retirement employee health insurance/benefits  Retirement fully integrated with Social Security  May be eligible for up to 8 weeks (320 hours) of Paid Parental Leave after 12 months of County employment  Some positions may have the ability to work within a hybrid telework schedule that meets the needs of our staff, department operations, and the communities we serve    ^Hiring Incentives   (New Full-Time and Part-Time Hires, Prorated Based on FTE)      The Department of Health Services is currently offering a $15,000 signing bonus paid over three installments during the first two years of service.    Other incentives which may be offered, if applicable, include:   Advanced paid vacation and/or sick leave (up to 24 hours per leave type)   Relocation reimbursement up to $5,000   Please note : Effective January 1, 2017, Licensed Professional Clinical Counselors (LPCCs) must obtain written confirmation from the Board of Behavioral Sciences (BBS) stating that they meet the requirements to assess and treat couples and families prior to assessing or treating a couple or family client. If you are a LPCC, be sure to answer the corresponding supplemental question and attach your written confirmation from the BBS to your application materials.   **Applicants who indicate they do not possess bilingual skills will not be considered for future bilingual positions. An examination will be conducted prior to employment to confirm skill level. The bilingual premium pay begins upon the assignment of bilingual work.     EXTRA-HELP EMPLOYMENT    Extra-help employees relieve or augment permanent staff. Temporary, extra-help employees are not in the classified civil service and do not have property rights to permanently allocated positions. In addition, they do not receive most employee benefits such as: long-term disability insurance coverage; accrual of vacation; participation in the County retirement program; or eligibility to take promotional examinations.  Temporary, extra-help employees are limited in their employment to a maximum of one calendar year. These employees must be off of work for three months before they can be re-employed on an extra help basis.  Extra-help employees who meet the eligibility requirements may qualify for a county contribution toward medical coverage.   *Salary is negotiable within the established range. Benefits described herein do not represent a contract and may be changed without notice. Additional information can be found in the Engineers and Scientists of California Union Local 20 Memorandum of Understanding (ESC MOU) and our Employee Benefits directory.   This employment list may also be used to fill future full-time, part-time, or extra-help (temporary) positions as they occur during the active status of the list.   Qualified County employees who wish to be considered for future positions should consider applying to this recruitment.       APPLICATION SUBMISSIONS REQUIRE THE SUPPLEMENTAL QUESTIONNAIRE BE COMPLETED.   Minimum Qualifications   Education and Experience:  Any combination of education, training, and experience which would likely provide the knowledge and abilities listed herein. Normally, this would include possession of Master's degree or higher in social work, counseling, psychology, or a related field.   Special Requirements:  Valid, current registration with the State of California as either an Associate Clinical Social Worker, a Marriage and Family Therapist Intern, a Licensed Professional Clinical Counselor Intern, a Registered Psychological Assistant, OR a Registered Psychologist, OR a successor registration or licensure recognized as equivalent by the State of California.  Incumbents in this classification are expected to acquire sufficient knowledge and ability to pass the licensing examinations. Consequently, each employee is expected to successfully pass the licensing exam within three years. Failure to pass the licensing exams within three years and/or loss of State registration at any time may result in termination or reassignment, if such a vacancy exists and the incumbent meets the minimum requirements.   License:  Possession of a valid driver's license at the appropriate level including special endorsements, as required by the State of California, may be required depending upon assignment to perform the essential job functions of the position.  Knowledge, Skills, and Abilities   Knowledge of:  principles and techniques of individual, family, child, and group counseling; individual, group, and family psychodynamics; psychological diagnostic methods and terminology; personality development from infancy through adulthood; current principles and practices of psychiatric case work; the scope and activities of human and health services systems in the community including private agencies and other community resources; various methods used in individual and group therapies; social aspects, characteristics, treatment, and management of mentally and/or emotionally disturbed individuals and their families; the needs, problems, and attitudes of mentally disturbed, socially, and economically disadvantaged people, and minorities; the principles of community mental health; the principles of crisis intervention, child sexual abuse treatment, forensic services, and school services; client's legal rights.   Ability to:  set realistic treatment goals and facilitate their attainment; evaluate clients' degree of mental disability or emotional distress; develop and maintain the confidence and cooperation of mentally and emotionally disturbed clients to secure pertinent information and to effectively deliver mental health services; establish and maintain effective working relationships with peers, clients, and their families, supervisors, ancillary staff, social agencies, and others who have an interest in mental health issues; supervise individual and group behavior, and provide necessary support; analyze situations accurately and take effective action; prepare clear, concise, and comprehensive clinical records; analyze such information and reach sound decisions on the basis of such information; communicate clearly, both orally and in writing.  Selection Procedure & Some Helpful Tips When Applying    Your application information and your responses to the supplemental questions are evaluated and taken into consideration throughout the entire selection process.  You should list all employers and positions held within the last ten years in the work history section of your application. Be as thorough as possible when responding to the supplemental questions.  You may include history beyond ten years if related to the position for which you are applying. If you held multiple positions with one employer, list out each position separately.  Failure to follow these instructions may impact your competitiveness in this process or may result in disqualification.   Please visit Getting a Job with the County of Sonoma to review more detailed information about the hiring process, including the application process, examination steps, and department selection process.   APPLICATION SUBMISSIONS REQUIRE THE SUPPLEMENTAL QUESTIONNAIRE BE COMPLETED.    Responses to supplemental questions will be scored using position-specific criteria. Please provide specific and detailed responses of a reasonable length to allow for a thorough assessment of your qualifications. Responses that state, "See Resume" or "See Application" may be considered insufficient and therefore may not be scored.    The selection procedure will consist of the following examination:    An  Application & Supplemental Questionnaire Appraisal Examination (weight 100%). Each application and supplemental questionnaire will be thoroughly evaluated for satisfaction of minimum qualifications and relevance of educational coursework, training, experience, knowledge, and abilities that relate to this position. Candidates possessing the most appropriate job-related qualifications will be placed on an employment list and referred to the department for selection interviews.      ADDITIONAL INFORMATION      A background investigation is required prior to employment. Candidates referred to departments for a selection interview are typically required to sign authorization and release forms enabling such an investigation. Failure to sign prescribed forms will result in the candidate not being considered further for that vacancy. Reference information will not be made available to applicants.    Additional requirements, such as successful completion of a physical exam, drug screen, etc., may apply, depending on the duties and responsibilities of the position. If you receive a conditional job offer for the position, the requirements upon which the offer is contingent will be outlined in the conditional job letter. You may also review the Job Classification Screening Schedule to determine the requirements for this position.    IMPORTANT INFORMATION - Positions that are assigned to one or more facilities with a COVID-19 vaccine mandate pursuant to the California Department of Public Health must meet all vaccination requirements. Documented proof of vaccination(s) will be required.      HOW TO APPLY      Applications are accepted on-line at   :   www.yourpath2sonomacounty.org . Paper applications may be submitted by person, fax (707-565-3770), email, or through the mail. All applications and appropriate supplemental information as outlined in the job bulletin must be RECEIVED by the time and date specified on the first page of this job announcement. Continuous recruitments may close without notice at any time that a sufficient number of qualified applications have been received. Applications received after the recruitment closes will not be accepted.   The County of Sonoma values diversity and is dedicated to creating a workplace environment that provides individuals with a sense of belonging. We are committed to having a diverse workforce that is representative of the communities we serve. The County is proud to be an Equal Opportunity Employer where all aspects of employment are based on merit, competence, performance, and business need.   HR Analyst: BH HR Technician: RR   IMPORTANT NOTE:  Benefits described herein do not apply to Extra Help positions.   COUNTY OF SONOMA BENEFITS: GENERAL*   These are some of the excellent benefits the County offers:   Paid Time Off   :  Competitive vacation and sick leave accruals; 12 paid holidays, and an additional 8 floating holiday hours per year; and may be eligible for up to 8 weeks (320 hours) of Paid Parental Leave after 12 months of County employment.   Health Plan   :  Choice of five health plans (a PPO, EPO, HMO, and two deductible HMOs) with a County contribution towards the premium (the contribution amount varies by bargaining unit.For specific details, please refer to the applicable MOU).A County contribution to a Health Reimbursement Arrangement is available for some bargaining units.    Retirement : Fully integrated with Social Security.For more information regarding eligibility, retirement contributions, and reciprocity with prior public service, please visit https://scretire.org/active-/-deferred/when-you-are-hired .   IRS 457 Plan   :  Pre-tax employee contribution up to the IRS annual maximum.   Retiree Medical   :  County contribution to a Health Reimbursement Arrangement to help fund post-retirement employee health insurance/benefits.    Student Loan Debt Relief : County employees may be eligible for Public Service Loan Forgiveness through the U.S. Department of Education.  Plus excellent dental, vision, disability, life insurance, professional development, and more.  For answers to specific questions regarding the employment process and more details about benefits or retirement, please contact Human Resources at (707) 565-2331.Additional details about benefit and compensation packages can be found in the MOUs located at https://sonomacounty.ca.gov/administrative-support-and-fiscal-services/human-resources/divisions-and-units/employee-relations/labor-agreements-and-salary-resolution . For specific information about health and welfare benefits including plan options, coverage, and premium amounts go to https://sonomacounty.ca.gov/administrative-support-and-fiscal-services/human-resources or, contact the Human Resources' Risk Management-Benefits Office at benefits@sonoma-county.org or (707) 565-2900.  *IMPORTANT NOTES: Benefits described herein do not represent a contract and may be changed without notice.  Closing Date/Time: Continuous
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        Position Information   Are you a skilled Behavioral Health professional with a passion for helping others? Join the Department of Health Services as a Behavioral Health Clinician Intern!    Starting salary up to $49.46/hour ($103,228/year), and a competitive total compensation package!*  PLUS a $15,000 Signing Bonus^     The County of Sonoma Department of Health Services (DHS) seeks licensed professionals to fill multiple full-time, part-time, and extra-help Behavioral Health Clinician Internpositions within multiple behavioral health programs.  Note: These positions may also be filled by Behavioral Health Clinicians, for which there is a separate, concurrent recruitment intended for individuals who are already licensed by the Board of Behavioral Sciences or Board of Psychology.     Under direct supervision of licensed Behavioral Health staff, Behavioral Health Clinician Interns provide recovery-oriented behavioral health interventions to adults, families, children, and youth. These services include individual and group counseling, case management, crisis intervention, outreach, and other related support. Behavioral Health Clinician Interns work in a variety of programs including:     AB 109 and PC1370 Programs    Adult Access    Adult Services Team (Adult Full-Service Partnership, Integrated Health Team, Integrated Recovery Team, Older Adult Team, Community Mental Health Centers, SonomaWORKS, Transitional Age Youth Team, Transitional Recovery, Whole Person Care)   Crisis Stabilization Unit    Forensic Assertive Community Treatment Team    Homelessness Services (Homeless Encampment Access and Resource Team, Homekey Cohort, Interdepartmental Multidisciplinary Team)  Hospital Liaison Team & Utilization Review   Mobile Support Team    Program Support (Quality Assessment and Performance Improvement Team)   Substance Use Disorder Services    Youth Services (Family Advocacy, Stabilization and Support Team, Foster Youth Team, Juvenile Hall, Juvenile Sex Offender Program, Valley of the Moon Children’s Home, Child Trauma Response Team, Youth Access, Youth Medication Support)    Note  : For information on these Behavioral Health Division programs, many of the programs above are hyperlinked for additional resources.  In addition to the required registration, the ideal candidates for these position will:    Have prior recovery-focused and/or evidence based professional experience with substance abuse disorder and/or mental health clients  Be registered with the Board of Behavioral Sciences or Board of Psychology  Work well as part of a multi-disciplinary team  Possess the ability to multi-task and set priorities independently and understand when to seek supervision and consultation  Possess strong attention to detail  Thrive in a fast-paced and dynamic environment  Currently be registered as a Medicare provider or willing to register upon appointment    What We Offer    Working at the County of Sonoma offers expansive opportunities for growth and development, the ability to be a part of a challenging and rewarding work environment, and the satisfaction of knowing you're working to better our communities. You can also look forward to flexible work arrangements and excellent benefits* including:     Eligibility for a salary increase after 1,040 hours (6 months when working full-time) for good work performance; eligibility for a salary increase for good performance every year thereafter, until reaching the top of the salary range  Competitive vacation and sick leave accruals, 12 paid holidays, and an additional 8 floating holiday hours per year  County paid 100% premium contribution for the majority of employee-only and employee + family health plan options  An annual Staff Development/Wellness Benefit allowance of up to $850 and ongoing education/training opportunities  County contribution to a Health Reimbursement Arrangement to help fund post-retirement employee health insurance/benefits  Retirement fully integrated with Social Security  May be eligible for up to 8 weeks (320 hours) of Paid Parental Leave after 12 months of County employment  Some positions may have the ability to work within a hybrid telework schedule that meets the needs of our staff, department operations, and the communities we serve    ^Hiring Incentives   (New Full-Time and Part-Time Hires, Prorated Based on FTE)      The Department of Health Services is currently offering a $15,000 signing bonus paid over three installments during the first two years of service.    Other incentives which may be offered, if applicable, include:   Advanced paid vacation and/or sick leave (up to 24 hours per leave type)   Relocation reimbursement up to $5,000   Please note : Effective January 1, 2017, Licensed Professional Clinical Counselors (LPCCs) must obtain written confirmation from the Board of Behavioral Sciences (BBS) stating that they meet the requirements to assess and treat couples and families prior to assessing or treating a couple or family client. If you are a LPCC, be sure to answer the corresponding supplemental question and attach your written confirmation from the BBS to your application materials.   **Applicants who indicate they do not possess bilingual skills will not be considered for future bilingual positions. An examination will be conducted prior to employment to confirm skill level. The bilingual premium pay begins upon the assignment of bilingual work.     EXTRA-HELP EMPLOYMENT    Extra-help employees relieve or augment permanent staff. Temporary, extra-help employees are not in the classified civil service and do not have property rights to permanently allocated positions. In addition, they do not receive most employee benefits such as: long-term disability insurance coverage; accrual of vacation; participation in the County retirement program; or eligibility to take promotional examinations.  Temporary, extra-help employees are limited in their employment to a maximum of one calendar year. These employees must be off of work for three months before they can be re-employed on an extra help basis.  Extra-help employees who meet the eligibility requirements may qualify for a county contribution toward medical coverage.   *Salary is negotiable within the established range. Benefits described herein do not represent a contract and may be changed without notice. Additional information can be found in the Engineers and Scientists of California Union Local 20 Memorandum of Understanding (ESC MOU) and our Employee Benefits directory.   This employment list may also be used to fill future full-time, part-time, or extra-help (temporary) positions as they occur during the active status of the list.   Qualified County employees who wish to be considered for future positions should consider applying to this recruitment.       APPLICATION SUBMISSIONS REQUIRE THE SUPPLEMENTAL QUESTIONNAIRE BE COMPLETED.   Minimum Qualifications   Education and Experience:  Any combination of education, training, and experience which would likely provide the knowledge and abilities listed herein. Normally, this would include possession of Master's degree or higher in social work, counseling, psychology, or a related field.   Special Requirements:  Valid, current registration with the State of California as either an Associate Clinical Social Worker, a Marriage and Family Therapist Intern, a Licensed Professional Clinical Counselor Intern, a Registered Psychological Assistant, OR a Registered Psychologist, OR a successor registration or licensure recognized as equivalent by the State of California.  Incumbents in this classification are expected to acquire sufficient knowledge and ability to pass the licensing examinations. Consequently, each employee is expected to successfully pass the licensing exam within three years. Failure to pass the licensing exams within three years and/or loss of State registration at any time may result in termination or reassignment, if such a vacancy exists and the incumbent meets the minimum requirements.   License:  Possession of a valid driver's license at the appropriate level including special endorsements, as required by the State of California, may be required depending upon assignment to perform the essential job functions of the position.  Knowledge, Skills, and Abilities   Knowledge of:  principles and techniques of individual, family, child, and group counseling; individual, group, and family psychodynamics; psychological diagnostic methods and terminology; personality development from infancy through adulthood; current principles and practices of psychiatric case work; the scope and activities of human and health services systems in the community including private agencies and other community resources; various methods used in individual and group therapies; social aspects, characteristics, treatment, and management of mentally and/or emotionally disturbed individuals and their families; the needs, problems, and attitudes of mentally disturbed, socially, and economically disadvantaged people, and minorities; the principles of community mental health; the principles of crisis intervention, child sexual abuse treatment, forensic services, and school services; client's legal rights.   Ability to:  set realistic treatment goals and facilitate their attainment; evaluate clients' degree of mental disability or emotional distress; develop and maintain the confidence and cooperation of mentally and emotionally disturbed clients to secure pertinent information and to effectively deliver mental health services; establish and maintain effective working relationships with peers, clients, and their families, supervisors, ancillary staff, social agencies, and others who have an interest in mental health issues; supervise individual and group behavior, and provide necessary support; analyze situations accurately and take effective action; prepare clear, concise, and comprehensive clinical records; analyze such information and reach sound decisions on the basis of such information; communicate clearly, both orally and in writing.  Selection Procedure & Some Helpful Tips When Applying    Your application information and your responses to the supplemental questions are evaluated and taken into consideration throughout the entire selection process.  You should list all employers and positions held within the last ten years in the work history section of your application. Be as thorough as possible when responding to the supplemental questions.  You may include history beyond ten years if related to the position for which you are applying. If you held multiple positions with one employer, list out each position separately.  Failure to follow these instructions may impact your competitiveness in this process or may result in disqualification.   Please visit Getting a Job with the County of Sonoma to review more detailed information about the hiring process, including the application process, examination steps, and department selection process.   APPLICATION SUBMISSIONS REQUIRE THE SUPPLEMENTAL QUESTIONNAIRE BE COMPLETED.    Responses to supplemental questions will be scored using position-specific criteria. Please provide specific and detailed responses of a reasonable length to allow for a thorough assessment of your qualifications. Responses that state, "See Resume" or "See Application" may be considered insufficient and therefore may not be scored.    The selection procedure will consist of the following examination:    An  Application & Supplemental Questionnaire Appraisal Examination (weight 100%). Each application and supplemental questionnaire will be thoroughly evaluated for satisfaction of minimum qualifications and relevance of educational coursework, training, experience, knowledge, and abilities that relate to this position. Candidates possessing the most appropriate job-related qualifications will be placed on an employment list and referred to the department for selection interviews.      ADDITIONAL INFORMATION      A background investigation is required prior to employment. Candidates referred to departments for a selection interview are typically required to sign authorization and release forms enabling such an investigation. Failure to sign prescribed forms will result in the candidate not being considered further for that vacancy. Reference information will not be made available to applicants.    Additional requirements, such as successful completion of a physical exam, drug screen, etc., may apply, depending on the duties and responsibilities of the position. If you receive a conditional job offer for the position, the requirements upon which the offer is contingent will be outlined in the conditional job letter. You may also review the Job Classification Screening Schedule to determine the requirements for this position.    IMPORTANT INFORMATION - Positions that are assigned to one or more facilities with a COVID-19 vaccine mandate pursuant to the California Department of Public Health must meet all vaccination requirements. Documented proof of vaccination(s) will be required.      HOW TO APPLY      Applications are accepted on-line at   :   www.yourpath2sonomacounty.org . Paper applications may be submitted by person, fax (707-565-3770), email, or through the mail. All applications and appropriate supplemental information as outlined in the job bulletin must be RECEIVED by the time and date specified on the first page of this job announcement. Continuous recruitments may close without notice at any time that a sufficient number of qualified applications have been received. Applications received after the recruitment closes will not be accepted.   The County of Sonoma values diversity and is dedicated to creating a workplace environment that provides individuals with a sense of belonging. We are committed to having a diverse workforce that is representative of the communities we serve. The County is proud to be an Equal Opportunity Employer where all aspects of employment are based on merit, competence, performance, and business need.   HR Analyst: BH HR Technician: RR   IMPORTANT NOTE:  Benefits described herein do not apply to Extra Help positions.   COUNTY OF SONOMA BENEFITS: GENERAL*   These are some of the excellent benefits the County offers:   Paid Time Off   :  Competitive vacation and sick leave accruals; 12 paid holidays, and an additional 8 floating holiday hours per year; and may be eligible for up to 8 weeks (320 hours) of Paid Parental Leave after 12 months of County employment.   Health Plan   :  Choice of five health plans (a PPO, EPO, HMO, and two deductible HMOs) with a County contribution towards the premium (the contribution amount varies by bargaining unit.For specific details, please refer to the applicable MOU).A County contribution to a Health Reimbursement Arrangement is available for some bargaining units.    Retirement : Fully integrated with Social Security.For more information regarding eligibility, retirement contributions, and reciprocity with prior public service, please visit https://scretire.org/active-/-deferred/when-you-are-hired .   IRS 457 Plan   :  Pre-tax employee contribution up to the IRS annual maximum.   Retiree Medical   :  County contribution to a Health Reimbursement Arrangement to help fund post-retirement employee health insurance/benefits.    Student Loan Debt Relief : County employees may be eligible for Public Service Loan Forgiveness through the U.S. Department of Education.  Plus excellent dental, vision, disability, life insurance, professional development, and more.  For answers to specific questions regarding the employment process and more details about benefits or retirement, please contact Human Resources at (707) 565-2331.Additional details about benefit and compensation packages can be found in the MOUs located at https://sonomacounty.ca.gov/administrative-support-and-fiscal-services/human-resources/divisions-and-units/employee-relations/labor-agreements-and-salary-resolution . For specific information about health and welfare benefits including plan options, coverage, and premium amounts go to https://sonomacounty.ca.gov/administrative-support-and-fiscal-services/human-resources or, contact the Human Resources' Risk Management-Benefits Office at benefits@sonoma-county.org or (707) 565-2900.  *IMPORTANT NOTES: Benefits described herein do not represent a contract and may be changed without notice.  Closing Date/Time: Continuous
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                    Lake County, California, United States
                
                    

        
            General Recruitment Information  Recruitments for County positions are typically conducted to establish eligibility lists to fill countywide vacancies that occur during the active status of those lists (approximately 3 -12 months).  Any person on a promotional eligibility list will be considered first by the hiring department(s) before persons on an open eligibility list.      The County of Lake only accepts applications for permanent positions when actively recruiting. Only online applications are accepted. It is the responsibility of each applicant to review the full job description and requirements.    The County is an Equal Opportunity-Affirmative Action Employer. Veteran's Preference.    To apply for County examinations  - All applications for County examinations must be submitted through the County's online application system. A completed Supplemental Questionnaire must be submitted with each online application. All permanent County recruitments will be posted at www.co.lake.ca.us with a link to the online application. The County of Lake reserves the right to limit the number of applications that will be accepted for any open recruitment, and any such limit will be included on the job posting. When a limit is posted, the recruitment is subject to close at any time prior to the final filing date.  Completed online application packets must be submitted by the close of business on the date that the recruitment closes . All relevant experience must be included on the application to be considered - resumes and other attached documents will not be used to qualify an applicant. Relevant experience and/or education may be substituted at a ratio of 2 to 1 for the purpose of meeting minimum qualifications and applicants should contact the Human Resources department for details.    Important Notice   - The provisions listed on job postings, job descriptions, or other recruitment materials do not constitute an expressed or implied contract. Benefits may vary between bargaining units. Any provisions contained within job postings, job descriptions or other recruitment material may be modified or revoked without notice. All County of Lake applicants who are given a conditional employment offer must comply with the County's pre-employment medical review program before they may be appointed to the County position.    The Lake County Probation Office is offering a $10,000.00 hiring incentive to applicants hired as a permanent Deputy Probation Officer I/II with the County of Lake. The $10,000.00 hiring incentive will be made in two (2) $5,000.00 payments. The first $5,000.00 payment will be made to an employee within the next available pay period following the initial, first time hire of the      employee in the Deputy Probation Officer I/II classification in the Lake County Deputy Probation's Office. The second $5,000.00 payment will be made upon successful completion of employment probation.         Employee must remain employed with the County for two (2) years or repay the hiring incentive; the employee shall authorize such repayment as a payroll deduction from the final paycheck, and/or repay any shortage not covered in the final paycheck with a personal check payable to the County of Lake within 15 days of termination.     Additional Information  A written exam will be administered to qualified applicants at the Lake County Courthouse in Lakeport California   Minimum Qualifications   DEPUTY PROBATION OFFICER I     Licensing and Certifications:    Possession of, or ability to obtain, an appropriate valid California Driver’s License.   Completion of P.C. 832 Training must be achieved within one year of initial employment.   Completion of STC Core Class must be achieved within one year of initial employment.   Must maintain compliance with annual training requirements.    Education and Experience:    Pattern 1:   An Associate’s Degree from an accredited college or university in criminal justice, behavioral sciences, sociology, psychology, or a related field is required.    Pattern 2:   Two years of full-time work experience performing duties such as custodial care, treatment counseling, probation, parole, corrections, criminal investigation, or administrative support in a law enforcement office.  Additional directly related education and/or experience may be substituted.   DEPUTY PROBATION OFFICER II     Licensing and Certifications:   Possession of, or ability to obtain, an appropriate valid California Driver’s License.   Completion of P.C. 832 Training.   Completion of STC Core Class.   Must maintain compliance with annual training requirements.    Education and Experience:   Two (2) years of full-time experience in probation work comparable to that of a Deputy Probation Officer I with the County of Lake    AND    Associate degree from an accredited college or university in criminal justice, behavioral sciences, sociology, psychology, or a related field.    Additional directly related education and/or experience may be substituted.  Job Description   DEPUTY PROBATION OFFICER I      DEFINITION Under general supervision, performs professional probation casework and investigations, assessments, supervision, and enforcement; refers juveniles and adult probationers to counseling and various social services as deemed necessary; prepares recommendations and reports for the courts; and performs related duties as assigned.    DISTINGUISHING CHARACTERISTICS This is the entry level in the Deputy Probation Officer class series. Incumbents are expected to perform a wide range of professional probation work with minimal direction and supervision. Incumbents are generally assigned to either Adult or Juvenile Units. Incumbents in this classification are sworn peace officers as defined by P.C. 830.5.   This class is distinguished from Deputy Probation Officer II by the fact that incumbents are expected to perform the full range of assignments with minimal guidance and supervision.   Positions in the Deputy Probation Officer series are flexibly staffed. Incumbents may advance to the higher classifications after gaining the knowledge, skill, experience, licenses, and certifications which meet the qualifications for and demonstrating the ability to perform the work of the higher-level class.    SUPERVISION RECEIVED AND EXERCISED Receives direct supervision from assigned management staff, depending on areas of work assignments. Exercises no supervision over staff.    EXAMPLES OF ESSENTIAL DUTIES Class specifications are intended to present a descriptive list of the scope of duties performed by employees in this class and are not intended to reflect all duties performed within the job.    Prepares and submits comprehensive legal documents/reports detailing the facts of cases, reviewing supporting evidence and making recommendations to the courts regarding the granting of probation, violations of probation, termination of probation, expunging case histories, bail reduction, and bail considerations.  Carries an assigned caseload in the investigation and supervision of an adult and/or juvenile offenders.  Uses appropriate probationary practices, including evidence-based probation or other probation methods adopted by the state and/or county, in attempting to reduce offender recidivism.  Makes arrests and transports persons in custody for booking.  Prepares recommendations and superior court pre-sentence/investigation reports regarding juveniles and adults.  Investigates violations of the law by juveniles and adults.  Performs crisis counseling, as necessary.  Interviews offenders, victims, arresting officers, parents, relatives, and other persons regarding juvenile and adult offenders.   Reviews psychological information and reports, making assessments for appropriate placement of juveniles and the need for referral to other community resources.  Conducts search and seizure of persons, property, and vehicles.   Monitors the progress of probationer drug testing, work and community activities, and overall behavior while on probation.   Applies evidence-based probation practices, including motivational interviewing, cognitive behavioral programming, risk assessment tools, assessment of offender criminogenic needs, and evidence-based caseload management.   Prepares special reports regarding underage marriages, represents the probation department before the courts, presenting detailed oral arguments and position statements.  Assists the District Attorney’s office with handling juvenile court hearings.   Makes financial arrangements for the collection of fines, restitution, and fees.  Coordinates probation casework assignments with other county staff, community agencies, and other government agencies.  Attends and may testify at various court hearings.  Attends training programs and maintains current training.  Responds to citizen complaints and information requests.  May serve as an” on-call” officer.  May serve as intake officer determining if court action is necessary, and a petition should be filed.  May be assigned specialized caseload consisting of drug, sex, and/or domestic violence offenders.   Performs related duties as assigned.      MINIMUM QUALIFICATIONS   Knowledge of:    Functions, policies, and procedures of the county probation department and social service, legal, and law enforcement departments.  Provisions of civil, penal, welfare and institutions, education, vehicle, health and safety, and other codes applicable to probation work.  Principles and methods of adult and juvenile probation work, including casework objectives and methods.  Current probationary practices and theories, such as evidence-based probation, which includes but is not limited to, motivational interviewing, cognitive-behavioral programming, risk assessment tools, assessment of offender criminogenic needs, and evidence-based caseload management.  The county court system and court procedures.  Arrest, search, and seizure procedures.  Preservation and presentation of evidence.  Behavior problems of juveniles and adults and behavior modification techniques.  Care and custody of juvenile wards.  Individual and group interviewing techniques.   Community resources and agencies available to probationers.  Psychodynamics and physical manifestations of chemical dependency, sexual deviance, domestic violence, and elder/child abuse.     Ability to:    Apply the methods and practices of adult and juvenile probation work.  Interpret and apply appropriate provisions of California codes and laws.  Learn and apply new and current probationary theories and practices, including evidence-based probation, as needed.  Gather, organize, and analyze information applicable to the development of probation and court recommendations.   Effectively communicate both orally and in writing.  Interview adult and juvenile offenders, families, and others related to assigned cases.  Recognize health and behavioral problems in juveniles and adults.  Effectively respond to an emergency or critical situation, remaining calm in threatening, combative, and/or confrontational situations.  Deal tactfully and courteously with people from a variety of cultural and ethnic backgrounds.  Exercise good judgment in handling potentially hostile/violent situations.  Drive an automobile to transport adults and juveniles.  Effectively represent the probation department in contacts with the public, other county staff, and other law enforcement agencies.  Regularly work well under pressure, meeting multiple and sometimes conflicting deadlines.  Constantly demonstrate cooperative behavior with colleagues, supervisors, the public, and victims/clients.      Licensing and Certifications:    Possession of, or ability to obtain, an appropriate valid California Driver’s License.   Completion of P.C. 832 Training must be achieved within one year of initial employment.   Completion of STC Core Class must be achieved within one year of initial employment.   Must maintain compliance with annual training requirements.    Education and Experience:    Pattern 1:   An Associate’s Degree from an accredited college or university in criminal justice, behavioral sciences, sociology, psychology or a related field is required.    Pattern 2:   Two years of full-time work experience performing duties such as custodial care, treatment counseling, probation, parole, corrections, criminal investigation, or administrative support in a law enforcement office. Additional directly related education and/or experience may be substituted.   DEPUTY PROBATION OFFICER II      DEFINITION Under general supervision, performs professional probation case-work and investigations, assessments, supervision, and enforcement; refers juveniles and adult probationers to counseling and various social services as deemed necessary; prepares recommendations and reports for the courts; and performs related duties as assigned.    DISTINGUISHING CHARACTERISTICS This is the fully experienced class in the Deputy Probation Officer series. Incumbents are expected to perform a wide range of professional probation work with minimal direction and supervision. Incumbents are generally assigned to either Adult or Juvenile Units. Incumbents in this classification are sworn peace officers as defined by P.C. 830.5.d   This class is distinguished from Deputy Probation Officer I by the fact that incumbents are expected to perform the full range of assignments with minimal guidance and supervision.   This class is distinguished from Deputy Probation Officer Senior in that Deputy Probation Officer Senior is the supervisory level in the class series.     SUPERVISION RECEIVED AND EXERCISED Receives direct supervision from assigned management staff, depending on areas of work assignments. Exercises no supervision over staff. Provides lead direction to professional and technical support staff.    EXAMPLES OF ESSENTIAL DUTIES Class specifications are intended to present a descriptive list of the scope of duties performed by employees in this class and are not intended to reflect all duties performed within the job.    Prepares and submits comprehensive legal documents and reports detailing the facts of cases, reviewing supporting evidence and making recommendations to the courts regarding the granting of probation, violations of probation, termination of probation, expunging case histories, bail reduction, and bail considerations.  Carries an assigned caseload in the investigation and supervision of an adult and/or juvenile offenders.   Uses appropriate probationary practices, including evidence-based probation or other probation methods adopted by the state and/or county, in attempting to reduce offender recidivism.   Makes arrests and transports persons in custody for booking.   Prepares recommendations and superior court pre-sentence and investigation reports regarding juveniles and adults.   Investigates violations of the law by juveniles and adults.   Performs crisis counseling as necessary.   Interviews offenders, victims, arresting officers, parents, relatives, and other persons regarding juvenile and adult offenders.   Reviews psychological information and reports, making assessments for appropriate placement of juveniles and the need for referral to other community resources.   Conducts search and seizure of persons, property, and vehicles.   Monitors the progress of probationer drug testing, work and community activities, and overall behavior while on probation.   Applies evidence-based probation practices, including motivational interviewing, cognitive behavioral programming, risk assessment tools, assessment of offender criminogenic needs, and evidence-based caseload management.   Documents violations and may arrest probationers who are not in compliance with court orders.   Prepares special reports regarding underage marriages, represents the probation department before the courts, presenting detailed oral arguments and position statements.   Assists the District Attorney’s office with handling juvenile court hearings.   Prepares and submits comprehensive legal documents/reports detailing the facts of cases, reviewing supporting evidence and making recommendations to the courts regarding the granting of probation, violations of probation, termination of probation, expunging case histories, bail reduction, and bail considerations.   Makes financial arrangements for the collection of fines, restitution, and fees.   Coordinates probation casework assignments with other county staff, community agencies, and other government agencies.   Attends and may testify at various court hearings.   Responds to citizen complaints and information requests.  Attends training programs and maintains current training.   May supervise intensive cases.   May be assigned specialized caseload consisting of drug, sex, and/or domestic violence offenders.   May serve as an “on-call” officer.   May serve as intake officer determining if court action is necessary, and a petition should be filed.   Performs related duties as assigned.      MINIMUM QUALIFICATIONS   Knowledge of:    Functions, policies, and procedures of the county probation department and social service, legal, and law enforcement departments.  Provisions of civil, penal, welfare and institutions, education, vehicle, health and safety, and other codes applicable to probation work.  Principles and methods of adult and juvenile probation work, including casework objectives and methods.  Current probationary practices and theories, such as evidence-based probation, which includes but is not limited to, motivational interviewing, cognitive behavioral programming, risk assessment tools, assessment of offender criminogenic needs, and evidence-based caseload management.  The county court system and court procedures.  Arrest, search, and seizure procedures.  Preservation and presentation of evidence.  Behavior problems of juveniles and adults and behavior modification techniques.  Care and custody of juvenile wards.   Individual and group interviewing techniques.   Community resources and agencies available to probationers.  Psychodynamics and physical manifestations of chemical dependency, sexual deviance, domestic violence, and elder/child abuse.      Ability to:    Apply the methods and practices of adult and juvenile probation work.  Interpret and apply appropriate provisions of California Codes and laws.  Learn and apply new and current probationary theories and practices, including evidence-based probation, as needed.  Gather, organize, and analyze information applicable to the development of probation and court recommendations.   Effectively communicate both orally and in writing.  Interview adult and juvenile offenders, families, and others related to assigned cases.  Recognize health and behavioral problems in juveniles and adults.  Effectively responds to emergency or critical situations, remaining calm in threatening, combative, and/or confrontational situations.   Deal tactfully and courteously with people from a variety of cultural and ethnic backgrounds.  Exercise good judgment in handling potentially hostile/violent situations.  Drive an automobile to transport adults and juveniles.  Effectively represent the probation department in contacts with the public, other county staff, and other law enforcement agencies.  Regularly work well under pressure, meeting multiple and sometimes conflicting deadlines.  Constantly demonstrate cooperative behavior with colleagues, supervisors, public, victims, and clients.      Licensing and Certifications:    Possession of, or ability to obtain, an appropriate valid California Driver’s License.   Completion of P.C. 832 Training.   Completion of STC Core Class.   Must maintain compliance with annual training requirements.    Education and Experience:     Two (2) years of full-time experience in probation work comparable to that of a Deputy Probation Officer I with the County of Lake   AND    Associate degree from an accredited college or university in criminal justice, behavioral sciences, sociology, psychology, or a related field.   Additional directly related education and/or experience may be substituted.    WORKING CONDITIONS, ADA, AND OTHER REQUIREMENTS The County of Lake is an equal opportunity employer and will comply with its obligations under the law to provide equal employment opportunities to qualified individuals with disabilities. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.   Incumbents generally work partially in an office environment with moderate noise levels and controlled temperature conditions and partially in the field. As such, incumbents may be exposed to extreme temperatures, loud noise, fumes, noxious odors, dust, mist, gases, and poor ventilation; and underground, confined, or restricted workspaces. Incumbents may have exposure to life threatening situations; exposure to body fluids and infectious agents, including blood borne viruses; and continuous contact with incarcerated individuals, other staff, and the public who may be upset while interpreting and enforcing departmental policies and procedures. Incumbents may also be subject to clients or members of the public afflicted with behavioral disorders or who are under emotionally stressful conditions.    Positions in this class typically require: sitting, stooping, kneeling, crouching, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, talking, hearing, seeing, and repetitive motions.   Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.   Light Work: Exerting up to 25 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly to move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for Sedentary Work and the worker sits most of the time, the job is rated for light work.    Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 25 pounds of force frequently, and/or up to 10 pounds of force constantly to move objects.   Heavy Work: Exerting 50 to 100 pounds of force occasionally, and/or 20 to 50 pounds of force frequently, and/or 10 to 20 pounds of force constantly to move objects.   Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of force frequently, and/or in excess of 20 pounds of force constantly to move objects. Positions in this class may require local and statewide travel as necessary.  Incumbents must be willing to respond to emergency situations during off-hours and work beyond normal working hours, including evenings, weekends and holidays. Standby duty is also required.   A successful candidate will be required to submit to and pass a background check prior to the appointment. Depending upon the position and/or assigned department, the background check may include but is not limited to civil and criminal history check, reference check, Live Scan, and/or credit check (as allowed under state law).     Disaster Service Workers:  As members of the County of Lake Emergency Services Organization, all Lake County employees are designated as Disaster Service Workers during a proclaimed emergency and may be required to perform certain emergency services at the direction of the department and / or County.    The contents of this class specification shall not be construed to constitute any expressed or implied warranty or guarantee, nor shall it constitute a contract of employment. The County of Lake assumes no responsibility beyond the general accuracy of the document, nor does it assume responsibility for any errors or omissions in the information contained herein. The contents of this specification may be modified or revoked without notice. Terms and conditions of employment are determined through a “meet and confer” process and are subject to the Memorandum of Understanding currently in effect.   RETIREMENT  - County employees are members of the California Public Employee Retirement system (CalPERS).CalPERS provides a defined benefit pension at retirement for County employees.The pension formulas and employee contribution amounts may vary by bargaining unit, date of hire, prior qualifying service, and classification. Please contact Human Resources for more information   HEALTH AND INSURANCE BENEFITS  - Medical, dental, hospital, vision, life and disability coverage is available to employees and their dependents. The County contributes $1,500 of the monthly premiums for the insurance plan options for all employees other than the Lake County Deputy Sheriff's Association (LCDSA). For the LCDSA, the County contributes 80% of the premium for health, dental, and vision benefits.   VACATION ACCRUAL  may be adjusted for current city or county government employees.   VACATION  - 80 hours per year during the first five years of service, 120 hours per year after five years, and additional accruals based on years of service beyond fifteen years. Pro-rated for part-time employees.   SICK LEAVE  - Accrues at a rate of 96 hours per year. Pro-rated for part-time employees.   HOLIDAYS - An average of twelve paid 8-hour holidays per year. Pro-rated for part-time employees.   SALARY  - Lake County has an adopted salary schedule. The salary range for most classifications is in five increments with a provision for longevity increases. Appointments are normally made at the first step of the salary range.   SOCIAL SECURITY  - County employees participate in Social Security.   CALIFORNIA STATE DISABILITY INSURANCE  - SDI is available to some County employees.   DEFERRED COMPENSATION PLANS and CREDIT UNION MEMBERSHIPS  are available to County employees.  Closing Date/Time: Continuous
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        General Recruitment Information  Recruitments for County positions are typically conducted to establish eligibility lists to fill countywide vacancies that occur during the active status of those lists (approximately 3 -12 months).  Any person on a promotional eligibility list will be considered first by the hiring department(s) before persons on an open eligibility list.      The County of Lake only accepts applications for permanent positions when actively recruiting. Only online applications are accepted. It is the responsibility of each applicant to review the full job description and requirements.    The County is an Equal Opportunity-Affirmative Action Employer. Veteran's Preference.    To apply for County examinations  - All applications for County examinations must be submitted through the County's online application system. A completed Supplemental Questionnaire must be submitted with each online application. All permanent County recruitments will be posted at www.co.lake.ca.us with a link to the online application. The County of Lake reserves the right to limit the number of applications that will be accepted for any open recruitment, and any such limit will be included on the job posting. When a limit is posted, the recruitment is subject to close at any time prior to the final filing date.  Completed online application packets must be submitted by the close of business on the date that the recruitment closes . All relevant experience must be included on the application to be considered - resumes and other attached documents will not be used to qualify an applicant. Relevant experience and/or education may be substituted at a ratio of 2 to 1 for the purpose of meeting minimum qualifications and applicants should contact the Human Resources department for details.    Important Notice   - The provisions listed on job postings, job descriptions, or other recruitment materials do not constitute an expressed or implied contract. Benefits may vary between bargaining units. Any provisions contained within job postings, job descriptions or other recruitment material may be modified or revoked without notice. All County of Lake applicants who are given a conditional employment offer must comply with the County's pre-employment medical review program before they may be appointed to the County position.    The Lake County Probation Office is offering a $10,000.00 hiring incentive to applicants hired as a permanent Deputy Probation Officer I/II with the County of Lake. The $10,000.00 hiring incentive will be made in two (2) $5,000.00 payments. The first $5,000.00 payment will be made to an employee within the next available pay period following the initial, first time hire of the      employee in the Deputy Probation Officer I/II classification in the Lake County Deputy Probation's Office. The second $5,000.00 payment will be made upon successful completion of employment probation.         Employee must remain employed with the County for two (2) years or repay the hiring incentive; the employee shall authorize such repayment as a payroll deduction from the final paycheck, and/or repay any shortage not covered in the final paycheck with a personal check payable to the County of Lake within 15 days of termination.     Additional Information  A written exam will be administered to qualified applicants at the Lake County Courthouse in Lakeport California   Minimum Qualifications   DEPUTY PROBATION OFFICER I     Licensing and Certifications:    Possession of, or ability to obtain, an appropriate valid California Driver’s License.   Completion of P.C. 832 Training must be achieved within one year of initial employment.   Completion of STC Core Class must be achieved within one year of initial employment.   Must maintain compliance with annual training requirements.    Education and Experience:    Pattern 1:   An Associate’s Degree from an accredited college or university in criminal justice, behavioral sciences, sociology, psychology, or a related field is required.    Pattern 2:   Two years of full-time work experience performing duties such as custodial care, treatment counseling, probation, parole, corrections, criminal investigation, or administrative support in a law enforcement office.  Additional directly related education and/or experience may be substituted.   DEPUTY PROBATION OFFICER II     Licensing and Certifications:   Possession of, or ability to obtain, an appropriate valid California Driver’s License.   Completion of P.C. 832 Training.   Completion of STC Core Class.   Must maintain compliance with annual training requirements.    Education and Experience:   Two (2) years of full-time experience in probation work comparable to that of a Deputy Probation Officer I with the County of Lake    AND    Associate degree from an accredited college or university in criminal justice, behavioral sciences, sociology, psychology, or a related field.    Additional directly related education and/or experience may be substituted.  Job Description   DEPUTY PROBATION OFFICER I      DEFINITION Under general supervision, performs professional probation casework and investigations, assessments, supervision, and enforcement; refers juveniles and adult probationers to counseling and various social services as deemed necessary; prepares recommendations and reports for the courts; and performs related duties as assigned.    DISTINGUISHING CHARACTERISTICS This is the entry level in the Deputy Probation Officer class series. Incumbents are expected to perform a wide range of professional probation work with minimal direction and supervision. Incumbents are generally assigned to either Adult or Juvenile Units. Incumbents in this classification are sworn peace officers as defined by P.C. 830.5.   This class is distinguished from Deputy Probation Officer II by the fact that incumbents are expected to perform the full range of assignments with minimal guidance and supervision.   Positions in the Deputy Probation Officer series are flexibly staffed. Incumbents may advance to the higher classifications after gaining the knowledge, skill, experience, licenses, and certifications which meet the qualifications for and demonstrating the ability to perform the work of the higher-level class.    SUPERVISION RECEIVED AND EXERCISED Receives direct supervision from assigned management staff, depending on areas of work assignments. Exercises no supervision over staff.    EXAMPLES OF ESSENTIAL DUTIES Class specifications are intended to present a descriptive list of the scope of duties performed by employees in this class and are not intended to reflect all duties performed within the job.    Prepares and submits comprehensive legal documents/reports detailing the facts of cases, reviewing supporting evidence and making recommendations to the courts regarding the granting of probation, violations of probation, termination of probation, expunging case histories, bail reduction, and bail considerations.  Carries an assigned caseload in the investigation and supervision of an adult and/or juvenile offenders.  Uses appropriate probationary practices, including evidence-based probation or other probation methods adopted by the state and/or county, in attempting to reduce offender recidivism.  Makes arrests and transports persons in custody for booking.  Prepares recommendations and superior court pre-sentence/investigation reports regarding juveniles and adults.  Investigates violations of the law by juveniles and adults.  Performs crisis counseling, as necessary.  Interviews offenders, victims, arresting officers, parents, relatives, and other persons regarding juvenile and adult offenders.   Reviews psychological information and reports, making assessments for appropriate placement of juveniles and the need for referral to other community resources.  Conducts search and seizure of persons, property, and vehicles.   Monitors the progress of probationer drug testing, work and community activities, and overall behavior while on probation.   Applies evidence-based probation practices, including motivational interviewing, cognitive behavioral programming, risk assessment tools, assessment of offender criminogenic needs, and evidence-based caseload management.   Prepares special reports regarding underage marriages, represents the probation department before the courts, presenting detailed oral arguments and position statements.  Assists the District Attorney’s office with handling juvenile court hearings.   Makes financial arrangements for the collection of fines, restitution, and fees.  Coordinates probation casework assignments with other county staff, community agencies, and other government agencies.  Attends and may testify at various court hearings.  Attends training programs and maintains current training.  Responds to citizen complaints and information requests.  May serve as an” on-call” officer.  May serve as intake officer determining if court action is necessary, and a petition should be filed.  May be assigned specialized caseload consisting of drug, sex, and/or domestic violence offenders.   Performs related duties as assigned.      MINIMUM QUALIFICATIONS   Knowledge of:    Functions, policies, and procedures of the county probation department and social service, legal, and law enforcement departments.  Provisions of civil, penal, welfare and institutions, education, vehicle, health and safety, and other codes applicable to probation work.  Principles and methods of adult and juvenile probation work, including casework objectives and methods.  Current probationary practices and theories, such as evidence-based probation, which includes but is not limited to, motivational interviewing, cognitive-behavioral programming, risk assessment tools, assessment of offender criminogenic needs, and evidence-based caseload management.  The county court system and court procedures.  Arrest, search, and seizure procedures.  Preservation and presentation of evidence.  Behavior problems of juveniles and adults and behavior modification techniques.  Care and custody of juvenile wards.  Individual and group interviewing techniques.   Community resources and agencies available to probationers.  Psychodynamics and physical manifestations of chemical dependency, sexual deviance, domestic violence, and elder/child abuse.     Ability to:    Apply the methods and practices of adult and juvenile probation work.  Interpret and apply appropriate provisions of California codes and laws.  Learn and apply new and current probationary theories and practices, including evidence-based probation, as needed.  Gather, organize, and analyze information applicable to the development of probation and court recommendations.   Effectively communicate both orally and in writing.  Interview adult and juvenile offenders, families, and others related to assigned cases.  Recognize health and behavioral problems in juveniles and adults.  Effectively respond to an emergency or critical situation, remaining calm in threatening, combative, and/or confrontational situations.  Deal tactfully and courteously with people from a variety of cultural and ethnic backgrounds.  Exercise good judgment in handling potentially hostile/violent situations.  Drive an automobile to transport adults and juveniles.  Effectively represent the probation department in contacts with the public, other county staff, and other law enforcement agencies.  Regularly work well under pressure, meeting multiple and sometimes conflicting deadlines.  Constantly demonstrate cooperative behavior with colleagues, supervisors, the public, and victims/clients.      Licensing and Certifications:    Possession of, or ability to obtain, an appropriate valid California Driver’s License.   Completion of P.C. 832 Training must be achieved within one year of initial employment.   Completion of STC Core Class must be achieved within one year of initial employment.   Must maintain compliance with annual training requirements.    Education and Experience:    Pattern 1:   An Associate’s Degree from an accredited college or university in criminal justice, behavioral sciences, sociology, psychology or a related field is required.    Pattern 2:   Two years of full-time work experience performing duties such as custodial care, treatment counseling, probation, parole, corrections, criminal investigation, or administrative support in a law enforcement office. Additional directly related education and/or experience may be substituted.   DEPUTY PROBATION OFFICER II      DEFINITION Under general supervision, performs professional probation case-work and investigations, assessments, supervision, and enforcement; refers juveniles and adult probationers to counseling and various social services as deemed necessary; prepares recommendations and reports for the courts; and performs related duties as assigned.    DISTINGUISHING CHARACTERISTICS This is the fully experienced class in the Deputy Probation Officer series. Incumbents are expected to perform a wide range of professional probation work with minimal direction and supervision. Incumbents are generally assigned to either Adult or Juvenile Units. Incumbents in this classification are sworn peace officers as defined by P.C. 830.5.d   This class is distinguished from Deputy Probation Officer I by the fact that incumbents are expected to perform the full range of assignments with minimal guidance and supervision.   This class is distinguished from Deputy Probation Officer Senior in that Deputy Probation Officer Senior is the supervisory level in the class series.     SUPERVISION RECEIVED AND EXERCISED Receives direct supervision from assigned management staff, depending on areas of work assignments. Exercises no supervision over staff. Provides lead direction to professional and technical support staff.    EXAMPLES OF ESSENTIAL DUTIES Class specifications are intended to present a descriptive list of the scope of duties performed by employees in this class and are not intended to reflect all duties performed within the job.    Prepares and submits comprehensive legal documents and reports detailing the facts of cases, reviewing supporting evidence and making recommendations to the courts regarding the granting of probation, violations of probation, termination of probation, expunging case histories, bail reduction, and bail considerations.  Carries an assigned caseload in the investigation and supervision of an adult and/or juvenile offenders.   Uses appropriate probationary practices, including evidence-based probation or other probation methods adopted by the state and/or county, in attempting to reduce offender recidivism.   Makes arrests and transports persons in custody for booking.   Prepares recommendations and superior court pre-sentence and investigation reports regarding juveniles and adults.   Investigates violations of the law by juveniles and adults.   Performs crisis counseling as necessary.   Interviews offenders, victims, arresting officers, parents, relatives, and other persons regarding juvenile and adult offenders.   Reviews psychological information and reports, making assessments for appropriate placement of juveniles and the need for referral to other community resources.   Conducts search and seizure of persons, property, and vehicles.   Monitors the progress of probationer drug testing, work and community activities, and overall behavior while on probation.   Applies evidence-based probation practices, including motivational interviewing, cognitive behavioral programming, risk assessment tools, assessment of offender criminogenic needs, and evidence-based caseload management.   Documents violations and may arrest probationers who are not in compliance with court orders.   Prepares special reports regarding underage marriages, represents the probation department before the courts, presenting detailed oral arguments and position statements.   Assists the District Attorney’s office with handling juvenile court hearings.   Prepares and submits comprehensive legal documents/reports detailing the facts of cases, reviewing supporting evidence and making recommendations to the courts regarding the granting of probation, violations of probation, termination of probation, expunging case histories, bail reduction, and bail considerations.   Makes financial arrangements for the collection of fines, restitution, and fees.   Coordinates probation casework assignments with other county staff, community agencies, and other government agencies.   Attends and may testify at various court hearings.   Responds to citizen complaints and information requests.  Attends training programs and maintains current training.   May supervise intensive cases.   May be assigned specialized caseload consisting of drug, sex, and/or domestic violence offenders.   May serve as an “on-call” officer.   May serve as intake officer determining if court action is necessary, and a petition should be filed.   Performs related duties as assigned.      MINIMUM QUALIFICATIONS   Knowledge of:    Functions, policies, and procedures of the county probation department and social service, legal, and law enforcement departments.  Provisions of civil, penal, welfare and institutions, education, vehicle, health and safety, and other codes applicable to probation work.  Principles and methods of adult and juvenile probation work, including casework objectives and methods.  Current probationary practices and theories, such as evidence-based probation, which includes but is not limited to, motivational interviewing, cognitive behavioral programming, risk assessment tools, assessment of offender criminogenic needs, and evidence-based caseload management.  The county court system and court procedures.  Arrest, search, and seizure procedures.  Preservation and presentation of evidence.  Behavior problems of juveniles and adults and behavior modification techniques.  Care and custody of juvenile wards.   Individual and group interviewing techniques.   Community resources and agencies available to probationers.  Psychodynamics and physical manifestations of chemical dependency, sexual deviance, domestic violence, and elder/child abuse.      Ability to:    Apply the methods and practices of adult and juvenile probation work.  Interpret and apply appropriate provisions of California Codes and laws.  Learn and apply new and current probationary theories and practices, including evidence-based probation, as needed.  Gather, organize, and analyze information applicable to the development of probation and court recommendations.   Effectively communicate both orally and in writing.  Interview adult and juvenile offenders, families, and others related to assigned cases.  Recognize health and behavioral problems in juveniles and adults.  Effectively responds to emergency or critical situations, remaining calm in threatening, combative, and/or confrontational situations.   Deal tactfully and courteously with people from a variety of cultural and ethnic backgrounds.  Exercise good judgment in handling potentially hostile/violent situations.  Drive an automobile to transport adults and juveniles.  Effectively represent the probation department in contacts with the public, other county staff, and other law enforcement agencies.  Regularly work well under pressure, meeting multiple and sometimes conflicting deadlines.  Constantly demonstrate cooperative behavior with colleagues, supervisors, public, victims, and clients.      Licensing and Certifications:    Possession of, or ability to obtain, an appropriate valid California Driver’s License.   Completion of P.C. 832 Training.   Completion of STC Core Class.   Must maintain compliance with annual training requirements.    Education and Experience:     Two (2) years of full-time experience in probation work comparable to that of a Deputy Probation Officer I with the County of Lake   AND    Associate degree from an accredited college or university in criminal justice, behavioral sciences, sociology, psychology, or a related field.   Additional directly related education and/or experience may be substituted.    WORKING CONDITIONS, ADA, AND OTHER REQUIREMENTS The County of Lake is an equal opportunity employer and will comply with its obligations under the law to provide equal employment opportunities to qualified individuals with disabilities. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.   Incumbents generally work partially in an office environment with moderate noise levels and controlled temperature conditions and partially in the field. As such, incumbents may be exposed to extreme temperatures, loud noise, fumes, noxious odors, dust, mist, gases, and poor ventilation; and underground, confined, or restricted workspaces. Incumbents may have exposure to life threatening situations; exposure to body fluids and infectious agents, including blood borne viruses; and continuous contact with incarcerated individuals, other staff, and the public who may be upset while interpreting and enforcing departmental policies and procedures. Incumbents may also be subject to clients or members of the public afflicted with behavioral disorders or who are under emotionally stressful conditions.    Positions in this class typically require: sitting, stooping, kneeling, crouching, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, talking, hearing, seeing, and repetitive motions.   Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.   Light Work: Exerting up to 25 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly to move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for Sedentary Work and the worker sits most of the time, the job is rated for light work.    Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 25 pounds of force frequently, and/or up to 10 pounds of force constantly to move objects.   Heavy Work: Exerting 50 to 100 pounds of force occasionally, and/or 20 to 50 pounds of force frequently, and/or 10 to 20 pounds of force constantly to move objects.   Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of force frequently, and/or in excess of 20 pounds of force constantly to move objects. Positions in this class may require local and statewide travel as necessary.  Incumbents must be willing to respond to emergency situations during off-hours and work beyond normal working hours, including evenings, weekends and holidays. Standby duty is also required.   A successful candidate will be required to submit to and pass a background check prior to the appointment. Depending upon the position and/or assigned department, the background check may include but is not limited to civil and criminal history check, reference check, Live Scan, and/or credit check (as allowed under state law).     Disaster Service Workers:  As members of the County of Lake Emergency Services Organization, all Lake County employees are designated as Disaster Service Workers during a proclaimed emergency and may be required to perform certain emergency services at the direction of the department and / or County.    The contents of this class specification shall not be construed to constitute any expressed or implied warranty or guarantee, nor shall it constitute a contract of employment. The County of Lake assumes no responsibility beyond the general accuracy of the document, nor does it assume responsibility for any errors or omissions in the information contained herein. The contents of this specification may be modified or revoked without notice. Terms and conditions of employment are determined through a “meet and confer” process and are subject to the Memorandum of Understanding currently in effect.   RETIREMENT  - County employees are members of the California Public Employee Retirement system (CalPERS).CalPERS provides a defined benefit pension at retirement for County employees.The pension formulas and employee contribution amounts may vary by bargaining unit, date of hire, prior qualifying service, and classification. Please contact Human Resources for more information   HEALTH AND INSURANCE BENEFITS  - Medical, dental, hospital, vision, life and disability coverage is available to employees and their dependents. The County contributes $1,500 of the monthly premiums for the insurance plan options for all employees other than the Lake County Deputy Sheriff's Association (LCDSA). For the LCDSA, the County contributes 80% of the premium for health, dental, and vision benefits.   VACATION ACCRUAL  may be adjusted for current city or county government employees.   VACATION  - 80 hours per year during the first five years of service, 120 hours per year after five years, and additional accruals based on years of service beyond fifteen years. Pro-rated for part-time employees.   SICK LEAVE  - Accrues at a rate of 96 hours per year. Pro-rated for part-time employees.   HOLIDAYS - An average of twelve paid 8-hour holidays per year. Pro-rated for part-time employees.   SALARY  - Lake County has an adopted salary schedule. The salary range for most classifications is in five increments with a provision for longevity increases. Appointments are normally made at the first step of the salary range.   SOCIAL SECURITY  - County employees participate in Social Security.   CALIFORNIA STATE DISABILITY INSURANCE  - SDI is available to some County employees.   DEFERRED COMPENSATION PLANS and CREDIT UNION MEMBERSHIPS  are available to County employees.  Closing Date/Time: Continuous
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            Position Description  Open Date: March 22, 2021  Final Filing Date: Continuous  Exam # 21/60B01/03KK     SUMMARY OF POSITION   The  Monterey County Health Department ,  Behavioral Health Bureau  is seeking enthusiastic Associate Clinical Social Workers (ACSW), Associate Marriage and Family Therapist (AMFT) or Associate Professional Clinical Counselor (APCC) candidates to work as part of care teams serving children, youth and adults as a Psychiatric Social Worker I.   As a member of a psychiatric team, this position will assist and participate in interviewing clients and families, compile social case histories, participate in diagnostic and evaluative staff conferences, prepare reports, interpret and explain factors pertaining to mental illness, provide case management services and work collaboratively with a variety of community, county and state agencies.   The  Behavioral Health Bureau  is a progressive agency that serves children, youth, adults and their families with System of Care values of being community based, culturally relevant, client and family centered and using evidence based practices to support clients in the wellness and recovery of their mental illness.    Children's System of Care  provides an array of clinical services from age's birth to 25 years of age and their families. Clinical teams include Early Childhood Services, Transition Age Youth, Post Hospitalization Support, as well clinical teams that partner with Child Welfare, Education and Juvenile Probation.    Adult System of Care  provides a wide range of comprehensive integrated care to adults with serious mental illness, co-occurring substance use, primary care and other complex issues. Embracing the values and goals of wellness and recovery, the multi-disciplinary teams work together to provide the following types of services; i.e. psycho-social rehabilitation, strength-based case management, crisis intervention, supported employment, supported housing, substance use recovery, family support and community integration. Clinical teams include outpatient care coordination in Marina and Salinas, Forensic Services, Collaborative Courts, Mobile Crisis and the Acute Psychiatry Unit.    Access to Treatment  provides an array of clinical services for all ages and their families. Clinical services include assessment, intervention, individual and group services. Linkage and referral to community resources and Children and Adult systems of care.    Crisis Team:  The ED Crisis Team is responsible for psychiatric evaluations of clients in the Emergency Department and assisting to determine the appropriate level of care for those patients; which may include evaluation for involuntary holds (5150), outpatient treatment, and/or placement in another facility.    This classification is part of a flexible series. Incumbents appointed at the lower level of the career series may be promoted up to the higher level of the career series subject to their meeting the employment standards for the higher class and a recommendation for their promotion by the appointing authority in accordance with the Flexible Staffing Program and Guidelines.    The Eligible List established by this recruitment process will be used to fill current and future vacancies, both regular and temporary, as they arise.   Examples of Duties    THE IDEAL CANDIDATE     Will have a proven track record demonstrating the following knowledge, skills and abilities:       Knowledge of:    Current philosophy, principles, and evidence-based practices for services to consumers with serious mental or emotional disturbance.  Individual, group and family psychodynamics as they relate to adults or children,  Psychiatric diagnostic methods and terminology.  Personality and human development from infancy through adulthood.  Public Mental Health Policy and Welfare and Institutions codes that provides guidelines for human and health services systems in the County.  Community Resources available to consumers for linkage.      Skill and Ability to:    Provide treatments to adults, children or adolescents with various mental disabilities ranging from serious mental illness to dysfunctional behavior patterns including victims of sexual and physical abuse.  In conjunction with the consumer, develop realistic, attainable and measurable service plans and facilitate their attainment.  Evaluate the degree of community functioning or emotional distress of consumers.  Communicate effectively orally and in writing and able to complete work using electronic format.  Ensure time sensitive documentation submitted within established guidelines.  Provide consultation and technical assistance to agencies, schools and other organizations.  Work collaboratively with a multi-disciplinary team.      Characteristics of the Ideal Candidate:    Demonstrate cultural humility   Demonstrate a solid understanding of mental health disorders and treatment    Demonstrate an understanding of substance use disorders and treatment   Knowledge and application of DSM 5 Diagnosis  Knowledge and application of mental health assessment  Application of best-practice interventions, including evidence-based-practices  Develop and maintain positive partnerships within the agency and in the community  Demonstrate ability to identify treatment needs and work collaboratively with other team members  Ability to be flexible  Develop and maintain positive relationships with community partners  Commitment to integrity, respect, innovation, health equity, and excellence    Examples of Experience/Education/Training  The skills necessary may be acquired through various types of education, training, and/or experience, typically:    Education:  Possession of a Master's Degree from an accredited school of social work and registration with the Board of Behavioral Science Examiners as an Associate Clinical Social Worker (ACSW), Associate Marriage and Family Therapist (AMFT), or Associate Professional Clinical Counselor (APCC).     Required Conditions of Employment:    The Health Department will conduct a thorough background and reference check process which includes a Department of Justice fingerprint check.  Possess and maintain a valid California Class C Driver's License with a satisfactory driving record or ability to provide suitable transportation approved by the appointing authority.  In accordance with HIPAA, incumbent must have applied for or have a National Provider Identifier (NPI)  Comply with California licensure requirements as outlined by the California Board of Behavioral Sciences.     Pursuant to Section 5751.2 (a) of the Welfare and Institutions Code, possession of any one of the following:  Registration with the California Board of Behavioral Science Examiners (BBS) as an Associate Clinical Social Worker (ACSW), Associate Marriage and Family Therapist (AMFT), or Associate Professional Clinical Counselor.   For complete information see the class specification/job description on our website at:  https://www2.co.monterey.ca.us/pages/hr/class-specs/60B01.pdf   Additional Information  APPLICATION & SELECTION PROCEDURES    TO APPLY    :  Submit the following to the Monterey County Health Department, Human Resources Division, 1270 Natividad Road, Salinas, CA 93906:   Monterey County Employment Application form     Responses to the Supplemental Questions      Or apply on-line at https://www.co.monterey.ca.us/government/departments-a-h/human-resources/human-resources/find-a-job     Please be aware if the application form and responses to supplemental questions are not submitted timely with other required application materials, the application will be removed from further consideration.     Resumes may be submitted in addition to, but will not be accepted in lieu of, required application materials .   Application materials will be competitively evaluated. Those applicants who are determined to be most appropriately qualified will be invited to participate further in the process. To further assess applicant's possession of required qualifications, this examination may include an oral examination, pre-exam exercise, performance exercise, performance exam, and/or written examination.   For more information or to receive application materials, contact the Health Department Human Resources Division at 831-755-4519.   SPECIAL NOTES:  If you believe you possess a disability that would require test accommodations, please call the Health Department Human Resources Office at 831-755-4519.  Employment is contingent upon acceptable documentation verifying identity and authorization for employment in the United States.  If you are hired into this classification in a temporary position, your salary will be hourly and you will not be eligible for the benefits listed below.     BENEFITS:    The County offers an excellent benefits package (Unit K)  The County of Monterey offers a premium benefit package that includes 22 days of annual leave; 11 paid public holidays per year; health, dental, vision; life insurance; and CalPERS retirement. For more benefits information please contact the Health Department Human Resources Division at 831-755-4519   See the Unit K Benefit Summary sheet at https://www.co.monterey.ca.us/government/departments-a-h/human-resources/human-resources/benefits/benefit-summary-sheet for more information.    The information listed above is a general summary of benefits for this position. This information is not legally binding, nor does it serve as a contract. The benefits listed in the Monterey County Personnel Policies and Practices Resolution and any applicable Memoranda of Understanding prevail over this listing.    EQUAL OPPORTUNITY   Monterey County is a drug-free workplace and an equal opportunity employer. The County seeks candidates who can make contributions in an environment of cultural and ethnic diversity. Monterey County provides reasonable accommodations for persons with disabilities. If you believe you possess a disability that would require test accommodation, please call the Human Resources Analyst at (831) 755-4502.  http://www.co.monterey.ca.us/government/departments-a-h/human-resources/human-resources/benefits/benefit-summary-sheet
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        Position Description  Open Date: March 22, 2021  Final Filing Date: Continuous  Exam # 21/60B01/03KK     SUMMARY OF POSITION   The  Monterey County Health Department ,  Behavioral Health Bureau  is seeking enthusiastic Associate Clinical Social Workers (ACSW), Associate Marriage and Family Therapist (AMFT) or Associate Professional Clinical Counselor (APCC) candidates to work as part of care teams serving children, youth and adults as a Psychiatric Social Worker I.   As a member of a psychiatric team, this position will assist and participate in interviewing clients and families, compile social case histories, participate in diagnostic and evaluative staff conferences, prepare reports, interpret and explain factors pertaining to mental illness, provide case management services and work collaboratively with a variety of community, county and state agencies.   The  Behavioral Health Bureau  is a progressive agency that serves children, youth, adults and their families with System of Care values of being community based, culturally relevant, client and family centered and using evidence based practices to support clients in the wellness and recovery of their mental illness.    Children's System of Care  provides an array of clinical services from age's birth to 25 years of age and their families. Clinical teams include Early Childhood Services, Transition Age Youth, Post Hospitalization Support, as well clinical teams that partner with Child Welfare, Education and Juvenile Probation.    Adult System of Care  provides a wide range of comprehensive integrated care to adults with serious mental illness, co-occurring substance use, primary care and other complex issues. Embracing the values and goals of wellness and recovery, the multi-disciplinary teams work together to provide the following types of services; i.e. psycho-social rehabilitation, strength-based case management, crisis intervention, supported employment, supported housing, substance use recovery, family support and community integration. Clinical teams include outpatient care coordination in Marina and Salinas, Forensic Services, Collaborative Courts, Mobile Crisis and the Acute Psychiatry Unit.    Access to Treatment  provides an array of clinical services for all ages and their families. Clinical services include assessment, intervention, individual and group services. Linkage and referral to community resources and Children and Adult systems of care.    Crisis Team:  The ED Crisis Team is responsible for psychiatric evaluations of clients in the Emergency Department and assisting to determine the appropriate level of care for those patients; which may include evaluation for involuntary holds (5150), outpatient treatment, and/or placement in another facility.    This classification is part of a flexible series. Incumbents appointed at the lower level of the career series may be promoted up to the higher level of the career series subject to their meeting the employment standards for the higher class and a recommendation for their promotion by the appointing authority in accordance with the Flexible Staffing Program and Guidelines.    The Eligible List established by this recruitment process will be used to fill current and future vacancies, both regular and temporary, as they arise.   Examples of Duties    THE IDEAL CANDIDATE     Will have a proven track record demonstrating the following knowledge, skills and abilities:       Knowledge of:    Current philosophy, principles, and evidence-based practices for services to consumers with serious mental or emotional disturbance.  Individual, group and family psychodynamics as they relate to adults or children,  Psychiatric diagnostic methods and terminology.  Personality and human development from infancy through adulthood.  Public Mental Health Policy and Welfare and Institutions codes that provides guidelines for human and health services systems in the County.  Community Resources available to consumers for linkage.      Skill and Ability to:    Provide treatments to adults, children or adolescents with various mental disabilities ranging from serious mental illness to dysfunctional behavior patterns including victims of sexual and physical abuse.  In conjunction with the consumer, develop realistic, attainable and measurable service plans and facilitate their attainment.  Evaluate the degree of community functioning or emotional distress of consumers.  Communicate effectively orally and in writing and able to complete work using electronic format.  Ensure time sensitive documentation submitted within established guidelines.  Provide consultation and technical assistance to agencies, schools and other organizations.  Work collaboratively with a multi-disciplinary team.      Characteristics of the Ideal Candidate:    Demonstrate cultural humility   Demonstrate a solid understanding of mental health disorders and treatment    Demonstrate an understanding of substance use disorders and treatment   Knowledge and application of DSM 5 Diagnosis  Knowledge and application of mental health assessment  Application of best-practice interventions, including evidence-based-practices  Develop and maintain positive partnerships within the agency and in the community  Demonstrate ability to identify treatment needs and work collaboratively with other team members  Ability to be flexible  Develop and maintain positive relationships with community partners  Commitment to integrity, respect, innovation, health equity, and excellence    Examples of Experience/Education/Training  The skills necessary may be acquired through various types of education, training, and/or experience, typically:    Education:  Possession of a Master's Degree from an accredited school of social work and registration with the Board of Behavioral Science Examiners as an Associate Clinical Social Worker (ACSW), Associate Marriage and Family Therapist (AMFT), or Associate Professional Clinical Counselor (APCC).     Required Conditions of Employment:    The Health Department will conduct a thorough background and reference check process which includes a Department of Justice fingerprint check.  Possess and maintain a valid California Class C Driver's License with a satisfactory driving record or ability to provide suitable transportation approved by the appointing authority.  In accordance with HIPAA, incumbent must have applied for or have a National Provider Identifier (NPI)  Comply with California licensure requirements as outlined by the California Board of Behavioral Sciences.     Pursuant to Section 5751.2 (a) of the Welfare and Institutions Code, possession of any one of the following:  Registration with the California Board of Behavioral Science Examiners (BBS) as an Associate Clinical Social Worker (ACSW), Associate Marriage and Family Therapist (AMFT), or Associate Professional Clinical Counselor.   For complete information see the class specification/job description on our website at:  https://www2.co.monterey.ca.us/pages/hr/class-specs/60B01.pdf   Additional Information  APPLICATION & SELECTION PROCEDURES    TO APPLY    :  Submit the following to the Monterey County Health Department, Human Resources Division, 1270 Natividad Road, Salinas, CA 93906:   Monterey County Employment Application form     Responses to the Supplemental Questions      Or apply on-line at https://www.co.monterey.ca.us/government/departments-a-h/human-resources/human-resources/find-a-job     Please be aware if the application form and responses to supplemental questions are not submitted timely with other required application materials, the application will be removed from further consideration.     Resumes may be submitted in addition to, but will not be accepted in lieu of, required application materials .   Application materials will be competitively evaluated. Those applicants who are determined to be most appropriately qualified will be invited to participate further in the process. To further assess applicant's possession of required qualifications, this examination may include an oral examination, pre-exam exercise, performance exercise, performance exam, and/or written examination.   For more information or to receive application materials, contact the Health Department Human Resources Division at 831-755-4519.   SPECIAL NOTES:  If you believe you possess a disability that would require test accommodations, please call the Health Department Human Resources Office at 831-755-4519.  Employment is contingent upon acceptable documentation verifying identity and authorization for employment in the United States.  If you are hired into this classification in a temporary position, your salary will be hourly and you will not be eligible for the benefits listed below.     BENEFITS:    The County offers an excellent benefits package (Unit K)  The County of Monterey offers a premium benefit package that includes 22 days of annual leave; 11 paid public holidays per year; health, dental, vision; life insurance; and CalPERS retirement. For more benefits information please contact the Health Department Human Resources Division at 831-755-4519   See the Unit K Benefit Summary sheet at https://www.co.monterey.ca.us/government/departments-a-h/human-resources/human-resources/benefits/benefit-summary-sheet for more information.    The information listed above is a general summary of benefits for this position. This information is not legally binding, nor does it serve as a contract. The benefits listed in the Monterey County Personnel Policies and Practices Resolution and any applicable Memoranda of Understanding prevail over this listing.    EQUAL OPPORTUNITY   Monterey County is a drug-free workplace and an equal opportunity employer. The County seeks candidates who can make contributions in an environment of cultural and ethnic diversity. Monterey County provides reasonable accommodations for persons with disabilities. If you believe you possess a disability that would require test accommodation, please call the Human Resources Analyst at (831) 755-4502.  http://www.co.monterey.ca.us/government/departments-a-h/human-resources/human-resources/benefits/benefit-summary-sheet
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            Position Description  Open Date: March 22, 2021  Final Filing Date: Continuous   Exam # 21/60B01T/03KK    SUMMARY OF POSITION   The  Monterey County Health Department ,  Behavioral Health Bureau  is seeking enthusiastic candidates to work as part of a medical care team with children, youth and adults as a  Psychiatric Social Worker   I - Trainee .   The  Behavioral Health Bureau  is a progressive agency that serves children, youth, adults and their families with System of Care values of being community based, culturally relevant, client and family centered and using evidence based practices to support clients in the wellness and recovery of their mental illness.   Children's System of Care  provides an array of clinical services from birth to 25 years of age and their families. Clinical teams include Early Childhood Services, Transitional Age Youth, Post Hospitalization Support, as well clinical teams that partner with Child Welfare, Education and Juvenile Probation.   Adult System of Care  provides a wide range of comprehensive integrated care to adults with serious mental illness, co-occurring substance use, primary care and other complex issues. Embracing the values and goals of wellness and recovery, the multi-disciplinary teams work together to provide the following types of services; i.e. psycho-social rehabilitation, strength-based case management, crisis intervention, supported employment, supported housing, substance use recovery, family support and community integration. Clinical teams include outpatient care coordination in Marina and Salinas, Forensic Service, Collaborative Courts, Mobile Crisis and Acute Psychiatry Unit.    Access to Treatment  provides an array of clinical services for all ages and their families. Clinical services include assessment, intervention, individual and group services. Linkage and referral to community resources and Children and Adult systems of care.    Crisis Team:  The ED Crisis Team is responsible for psychiatric evaluations of clients in the Emergency Department and assisting to determine the appropriate level of care for those patients; which may include evaluation for involuntary holds (5150), outpatient treatment, and/or placement in another facility.   As a member of a psychiatric team, this position will assist and participate in interviewing clients and families, compile social case histories, participate in diagnostic and evaluative staff conferences, prepare reports, interpret and explain factors pertaining to mental illness, provide case management services and work collaboratively with a variety of community, county and state agencies.   Candidates appointed to the Psychiatric Social Worker I - Trainee level may be promoted to the Psychiatric Social Worker I level upon meeting the employment standards for the higher job class which includes receiving their Associate Marriage and Family Therapist (AMFT) number, Associate Clinical Social Worker (ASW) number, or Associate Professional Clinical Counselor (APCC) number issued by the California State Board of Behavioral Science Examiners, within six months of hire.    The Eligible List established by this recruitment process will be used to fill current and future vacancies, both regular and temporary, as they arise.   Examples of Duties    THE IDEAL CANDIDATE     Will have a proven track record demonstrating the following knowledge, skills and abilities:       Knowledge of:    Current philosophy, principles, and evidence-based practices for services to consumers with serious mental or emotional disturbance.  Individual, group and family psychodynamics as they relate to adults or children,  Psychiatric diagnostic methods and terminology.  Personality and human development from infancy through adulthood.  Public Mental Health Policy and Welfare and Institutions codes that provides guidelines for human and health services systems in the County.  Community Resources available to consumers for linkage.      Skill and Ability to:    Provide treatments to adults, children or adolescents with various mental disabilities ranging from serious mental illness to dysfunctional behavior patterns including victims of sexual and physical abuse.  In conjunction with the consumer, develop realistic, attainable and measurable service plans and facilitate their attainment.  Evaluate the degree of community functioning or emotional distress of consumers.  Communicate effectively orally and in writing and able to complete work using electronic format.  Ensure time sensitive documentation submitted within established guidelines.  Provide consultation and technical assistance to agencies, schools and other organizations.  Work collaboratively with a multi-disciplinary team.      Characteristics of the Ideal Candidate:    Demonstrate cultural humility  Demonstrate a solid understanding of mental health disorders and treatment  Demonstrate an understanding of substance use disorders and treatment  Knowledge of DSM 5 Diagnosis  Knowledge of mental health and substance use interventions  Develop and maintain positive partnerships within the agency and in the community  Ability to be flexible  Develop and maintain positive relationships with community partners  Commitment to integrity, respect, innovation, health equity, and excellence    Examples of Experience/Education/Training  The skills necessary may be acquired through various types of education, training, and/or experience, typically:  At time of application:  Education:  Possession, or ability to obtain within three months, a Master's Degree from an accredited school of social work  Or  Possession (or obtain within three months) a Master's Degree which qualifies for licensure as a Marriage and Family Therapist by the California State Board of Behavioral Science Examiners.  At time of hire:  Education:  Possession of a Master's Degree from an accredited school of social work  Or  Possession of a Master's Degree which qualifies for licensure as a Marriage and Family Therapist by the California State Board of Behavioral Science Examiners.     Required Conditions of Employment:    The Health Department will conduct a thorough background and reference check process which includes a Department of Justice fingerprint check.  Possess and maintain a valid California Class C Driver's License with a satisfactory driving record or ability to provide suitable transportation approved by the appointing authority.    For complete information see the class specification/job description on our website at:  https://www2.co.monterey.ca.us/pages/hr/class-specs/60B01.pdf   Additional Information  APPLICATION & SELECTION PROCEDURES    TO APPLY    :  Submit the following to the Monterey County Health Department, Human Resources Division, 1270 Natividad Road, Salinas, CA 93906:   Monterey County Employment Application form     Responses to the Supplemental Questions      Or apply on-line at https://www.co.monterey.ca.us/government/departments-a-h/human-resources/human-resources/find-a-job     Please be aware if the application form and responses to supplemental questions are not submitted timely with other required application materials, the application will be removed from further consideration.     Resumes may be submitted in addition to, but will not be accepted in lieu of, required application materials .   Application materials will be competitively evaluated. Those applicants who are determined to be most appropriately qualified will be invited to participate further in the process. To further assess applicant's possession of required qualifications, this examination may include an oral examination, pre-exam exercise, performance exercise, performance exam, and/or written examination.   For more information or to receive application materials, contact the Health Department Human Resources Division at 831-755-4519.   SPECIAL NOTES:  If you believe you possess a disability that would require test accommodations, please call the Health Department Human Resources Office at 831-755-4519.  Employment is contingent upon acceptable documentation verifying identity and authorization for employment in the United States.  If you are hired into this classification in a temporary position, your salary will be hourly and you will not be eligible for the benefits listed below.     BENEFITS:    The County offers an excellent benefits package (Unit K)  The County of Monterey offers a premium benefit package that includes 22 days of annual leave; 11 paid public holidays per year; health, dental, vision; life insurance; and CalPERS retirement. For more benefits information please contact the Health Department Human Resources Division at 831-755-4519   See the Unit K Benefit Summary sheet at https://www.co.monterey.ca.us/government/departments-a-h/human-resources/human-resources/benefits/benefit-summary-sheet for more information.    The information listed above is a general summary of benefits for this position. This information is not legally binding, nor does it serve as a contract. The benefits listed in the Monterey County Personnel Policies and Practices Resolution and any applicable Memoranda of Understanding prevail over this listing.    EQUAL OPPORTUNITY   Monterey County is a drug-free workplace and an equal opportunity employer. The County seeks candidates who can make contributions in an environment of cultural and ethnic diversity. Monterey County provides reasonable accommodations for persons with disabilities. If you believe you possess a disability that would require test accommodation, please call the Human Resources Analyst at (831) 755-4502.  http://www.co.monterey.ca.us/government/departments-a-h/human-resources/human-resources/benefits/benefit-summary-sheet
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        Position Description  Open Date: March 22, 2021  Final Filing Date: Continuous   Exam # 21/60B01T/03KK    SUMMARY OF POSITION   The  Monterey County Health Department ,  Behavioral Health Bureau  is seeking enthusiastic candidates to work as part of a medical care team with children, youth and adults as a  Psychiatric Social Worker   I - Trainee .   The  Behavioral Health Bureau  is a progressive agency that serves children, youth, adults and their families with System of Care values of being community based, culturally relevant, client and family centered and using evidence based practices to support clients in the wellness and recovery of their mental illness.   Children's System of Care  provides an array of clinical services from birth to 25 years of age and their families. Clinical teams include Early Childhood Services, Transitional Age Youth, Post Hospitalization Support, as well clinical teams that partner with Child Welfare, Education and Juvenile Probation.   Adult System of Care  provides a wide range of comprehensive integrated care to adults with serious mental illness, co-occurring substance use, primary care and other complex issues. Embracing the values and goals of wellness and recovery, the multi-disciplinary teams work together to provide the following types of services; i.e. psycho-social rehabilitation, strength-based case management, crisis intervention, supported employment, supported housing, substance use recovery, family support and community integration. Clinical teams include outpatient care coordination in Marina and Salinas, Forensic Service, Collaborative Courts, Mobile Crisis and Acute Psychiatry Unit.    Access to Treatment  provides an array of clinical services for all ages and their families. Clinical services include assessment, intervention, individual and group services. Linkage and referral to community resources and Children and Adult systems of care.    Crisis Team:  The ED Crisis Team is responsible for psychiatric evaluations of clients in the Emergency Department and assisting to determine the appropriate level of care for those patients; which may include evaluation for involuntary holds (5150), outpatient treatment, and/or placement in another facility.   As a member of a psychiatric team, this position will assist and participate in interviewing clients and families, compile social case histories, participate in diagnostic and evaluative staff conferences, prepare reports, interpret and explain factors pertaining to mental illness, provide case management services and work collaboratively with a variety of community, county and state agencies.   Candidates appointed to the Psychiatric Social Worker I - Trainee level may be promoted to the Psychiatric Social Worker I level upon meeting the employment standards for the higher job class which includes receiving their Associate Marriage and Family Therapist (AMFT) number, Associate Clinical Social Worker (ASW) number, or Associate Professional Clinical Counselor (APCC) number issued by the California State Board of Behavioral Science Examiners, within six months of hire.    The Eligible List established by this recruitment process will be used to fill current and future vacancies, both regular and temporary, as they arise.   Examples of Duties    THE IDEAL CANDIDATE     Will have a proven track record demonstrating the following knowledge, skills and abilities:       Knowledge of:    Current philosophy, principles, and evidence-based practices for services to consumers with serious mental or emotional disturbance.  Individual, group and family psychodynamics as they relate to adults or children,  Psychiatric diagnostic methods and terminology.  Personality and human development from infancy through adulthood.  Public Mental Health Policy and Welfare and Institutions codes that provides guidelines for human and health services systems in the County.  Community Resources available to consumers for linkage.      Skill and Ability to:    Provide treatments to adults, children or adolescents with various mental disabilities ranging from serious mental illness to dysfunctional behavior patterns including victims of sexual and physical abuse.  In conjunction with the consumer, develop realistic, attainable and measurable service plans and facilitate their attainment.  Evaluate the degree of community functioning or emotional distress of consumers.  Communicate effectively orally and in writing and able to complete work using electronic format.  Ensure time sensitive documentation submitted within established guidelines.  Provide consultation and technical assistance to agencies, schools and other organizations.  Work collaboratively with a multi-disciplinary team.      Characteristics of the Ideal Candidate:    Demonstrate cultural humility  Demonstrate a solid understanding of mental health disorders and treatment  Demonstrate an understanding of substance use disorders and treatment  Knowledge of DSM 5 Diagnosis  Knowledge of mental health and substance use interventions  Develop and maintain positive partnerships within the agency and in the community  Ability to be flexible  Develop and maintain positive relationships with community partners  Commitment to integrity, respect, innovation, health equity, and excellence    Examples of Experience/Education/Training  The skills necessary may be acquired through various types of education, training, and/or experience, typically:  At time of application:  Education:  Possession, or ability to obtain within three months, a Master's Degree from an accredited school of social work  Or  Possession (or obtain within three months) a Master's Degree which qualifies for licensure as a Marriage and Family Therapist by the California State Board of Behavioral Science Examiners.  At time of hire:  Education:  Possession of a Master's Degree from an accredited school of social work  Or  Possession of a Master's Degree which qualifies for licensure as a Marriage and Family Therapist by the California State Board of Behavioral Science Examiners.     Required Conditions of Employment:    The Health Department will conduct a thorough background and reference check process which includes a Department of Justice fingerprint check.  Possess and maintain a valid California Class C Driver's License with a satisfactory driving record or ability to provide suitable transportation approved by the appointing authority.    For complete information see the class specification/job description on our website at:  https://www2.co.monterey.ca.us/pages/hr/class-specs/60B01.pdf   Additional Information  APPLICATION & SELECTION PROCEDURES    TO APPLY    :  Submit the following to the Monterey County Health Department, Human Resources Division, 1270 Natividad Road, Salinas, CA 93906:   Monterey County Employment Application form     Responses to the Supplemental Questions      Or apply on-line at https://www.co.monterey.ca.us/government/departments-a-h/human-resources/human-resources/find-a-job     Please be aware if the application form and responses to supplemental questions are not submitted timely with other required application materials, the application will be removed from further consideration.     Resumes may be submitted in addition to, but will not be accepted in lieu of, required application materials .   Application materials will be competitively evaluated. Those applicants who are determined to be most appropriately qualified will be invited to participate further in the process. To further assess applicant's possession of required qualifications, this examination may include an oral examination, pre-exam exercise, performance exercise, performance exam, and/or written examination.   For more information or to receive application materials, contact the Health Department Human Resources Division at 831-755-4519.   SPECIAL NOTES:  If you believe you possess a disability that would require test accommodations, please call the Health Department Human Resources Office at 831-755-4519.  Employment is contingent upon acceptable documentation verifying identity and authorization for employment in the United States.  If you are hired into this classification in a temporary position, your salary will be hourly and you will not be eligible for the benefits listed below.     BENEFITS:    The County offers an excellent benefits package (Unit K)  The County of Monterey offers a premium benefit package that includes 22 days of annual leave; 11 paid public holidays per year; health, dental, vision; life insurance; and CalPERS retirement. For more benefits information please contact the Health Department Human Resources Division at 831-755-4519   See the Unit K Benefit Summary sheet at https://www.co.monterey.ca.us/government/departments-a-h/human-resources/human-resources/benefits/benefit-summary-sheet for more information.    The information listed above is a general summary of benefits for this position. This information is not legally binding, nor does it serve as a contract. The benefits listed in the Monterey County Personnel Policies and Practices Resolution and any applicable Memoranda of Understanding prevail over this listing.    EQUAL OPPORTUNITY   Monterey County is a drug-free workplace and an equal opportunity employer. The County seeks candidates who can make contributions in an environment of cultural and ethnic diversity. Monterey County provides reasonable accommodations for persons with disabilities. If you believe you possess a disability that would require test accommodation, please call the Human Resources Analyst at (831) 755-4502.  http://www.co.monterey.ca.us/government/departments-a-h/human-resources/human-resources/benefits/benefit-summary-sheet
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            SUMMARY   PURPOSE OF POSITION  The Manager I, Human Resources will identify needs, set the direction, and provide leadership for organizational development initiatives, including classification and compensation, leadership development, training, performance management, and diversity.     TO APPLY:   This is a continuous recruitment with the first review of applications beginning  March 4, 2024  .   Interested applicants are encouraged to apply immediately.   DISTINGUISHING CHARACTERISTICS  This is the first level of the Manager (various) series. At this level, incumbents may independently represent the organization. May be responsible for a specialty program area that has a major impact on the organization.   SUPERVISION EXERCISED AND RECEIVED    Receives oversight from departmental management.  First-line supervisory responsibility.    ESSENTIAL DUTIES AND RESPONSIBILITIES   The duties listed below are intended to describe the general nature and level of work being performed and are not to be interpreted as an exhaustive list of responsibilities.     Under the leadership of the Chief People Officer, this position is responsible for the following:    Manage and administer Metrolink’s classification and compensation program, including making recommendations to adopt or eliminate classifications, reviewing and recommending classification and/or salary adjustments to reflect changes in internal equity and labor market conditions.  Conduct and respond to salary surveys.   Oversee consultants working on agency-wide classification and compensation study.  Review and recommend approval/denial of staff requests for classification and/or compensation changes during the annual classification review process.  Create and update job descriptions.   Manage the agency-wide Learning Management System.  Oversee the agency’s performance management system and support the agency with performance planning and performance evaluations.  Provide coaching and performance feedback to support employee development.  Research and implement effective methods to educate and enhance employee performance.  Develop, drive and implement training initiatives to address individual, departmental and agency-wide training needs.  Design and deliver customized training programs using a variety of techniques including blended learning and adult learning principles to ensure efficient and effective knowledge transfer.  Research training vendors to deliver off-the-shelf and customized training programs for individuals and groups.  Collect, measure, and interpret training program evaluation data and recommend improvements.  Develop and implement Grad on Career Track and Intern mentorship program.   Develop collaborative relationships with senior leadership and managers to identify learning opportunities to close knowledge or performance gaps and to gather source content for learning curriculum.  Oversee new hire orientation and other onboarding activities.  Develop and oversee the training budget.  Plan and oversee employee events and activities.  Assist with employee and labor relations matters including employee investigations, labor negotiations, and disciplinary actions.  Oversee and participate in other Human Resources functions as needed.  May perform other duties as assigned.      MINIMUM REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS   Education and Experience    Bachelor’s degree in human resources, business administration, public administration, industrial psychology, or related field.  A minimum of four (4) years’ progressively responsible experience in Human Resources including employee classification and compensation, learning and development and/or performance management.   A combination of training, with a minimum of an associate degree and/or experience that provides the required knowledge, skills and abilities may be considered when determining minimum qualifications. Advanced relevant coursework may also substitute for a portion of required experience.   A valid class C Driver's License with a satisfactory driving record of no more than three moving violations and no DUI's within the last three years.   Preferred Qualifications    Master’s Degree    Knowledge, Skills, and Abilities   Knowledge of :   Relevant current and future-focused issues in HR (recruitment, performance management, employee engagement, learning and development, benefits administration, etc.).  Public employment laws and regulations.  HR business processes and ability to communicate at the highest levels of the organization.  All federal, state and local regulations and compliance requirements related to employee compensation.  Principles and practices of employee supervision and performance management.  Adult learning theory and most effective principles and practices of human resources program development and administration.  Training technologies.   Skilled in :   Strong presentation skills appropriate to the audience and confident, articulate, and clear communication skills with all levels of employees.  HRIS and learning management systems or the ability to quickly learn the organizations software of choice.  Verbal and written communication.  Leadership and team management.  Interpersonal, negotiation, and conflict resolution.  Organization, time management and attention to detail.  Analysis and interpretation of data.  Microsoft Office Suite including Word, Excel and PowerPoint.    Ability to :   Plan, organize, administer, coordinate, review, and evaluate all areas of a comprehensive human resources program.  Analyze a variety of human resources issues and make sound recommendations.  Prioritize tasks and to delegate them when appropriate.  Act with integrity, professionalism, and confidentiality.  Portray credibility to management and experienced learners.  Develop performance-based learning objectives.  Establish and maintain effective working relationships.  Effectively lead and develop staff.   PHYSICAL REQUIREMENTS    Transition between a stationary position at a desk or work location and move about Metrolink facilities or other work site locations.  Operate tools to perform the duties of the position; such as computers, office equipment and work-related machinery.  Transport equipment or boxes up to 25lbs.  Exchange ideas by means of communication.  Visual acuity to detect, identify and observe employees or train movement and any barriers to movement when working on or near railroad tracks.  Hear and perceive the nature of sounds when working on or near railroad tracks.  Balance, ascend/descend, climb, kneel, stoop, bend, crouch or crawl within assigned working conditions and or locations.    Working Conditions  Position requires work in a normal office environment with little exposure to excessive noise, dust, or temperature. Based on job duties, work may also be conducted in outdoor environments, at construction sites, railroad track and right-of-way environments, and warehouse environments, with possible exposure to individuals who are hostile or irate, moving mechanical parts, and loud noises (85+ decibels, such as trains, heavy trucks, construction, etc.).  S outhern California Regional Rail Authority is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the Authority will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.   SUPPLEMENTAL INFORMATION  Selection Process:     Following a review of resumes and/or applications, the most highly qualified candidates will be invited to continue in the selection process. Eligible applicants will be notified of the exact time and place of assessments and interview. Candidates will be interviewed to determine their relative knowledge, skills and ability in job related areas. Offers of employment may be contingent upon successful completion of a reference check, including degree verification and criminal records check provided through SCRRA.     Internal Candidates: Employees with active discipline as defined in the HR Policy No. 5.3 Positive Discipline Program and/or with performance that does not meet the standard for "meets expectations" as defined in the Performance Planning and Appraisal Process may be precluded from consideration and placement in the position.     In compliance with the Americans with Disabilities Act, the SCRRA will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.     The SCRRA is an Equal Opportunity Employer. EEO/ADA    MEDICAL:   SCRRA offers a choice of twelve (12) health plan options provided through the California Public Employees' Retirement System (CalPERS). You may choose from up to ten (10) Health Maintenance Organization (HMO) plans and two (2) Preferred Provider Organization (PPO) plans. Some health plans are only available in certain counties and/or zip codes.   You contribute 12.5 percent of the plan premium for coverage of you and your eligible dependents.  You may waive coverage if you are covered under another group health plan; you must provide proof. Once you waive coverage, you will only be allowed to enroll during Open Enrollment or within 60 days from the date on which your other coverage is no longer available (proof is required). If you elect to waive coverage, you will receive $300.00 per month taxable earnings, paid in two installments of $150 each on the first two paychecks of the month. A retiree or an employee who is a spouse, child, or any other eligible dependent of another SCRRA employee is not eligible for the opt out/cash in lieu credit if he/she is covered under a SCRRA health plan.  Eligibility begins the first of the month following hire date or qualifying event.     DENTAL:   SCRRA offers two dental options provided by Delta Dental. Under the DeltaCare (HMO) program, you must select a contract dentist within their network to perform your dental services.  If you require treatment from a specialist, your contract dentist will handle the referral. Many services are covered at no cost to you. A co-payment applies for other services.   The Delta Dental PPO plan allows you to visit a dentist of your choice, change dentists at any time, go to a dental specialist of your choice, receive dental care anywhere in the world, and save on out-of-pocket expenses when you visit a PPO network dental office.  SCRRA pays the full premium for coverage of you and your eligible dependents under both plans.  Eligibility begins the first of the month following hire date or qualifying event.     VISION:   SCRRA offers two (2) vision plans through Vision Service Plan (VSP), providing coverage for eye examinations, prescription eyewear and contact lenses through network providers.  You have the option of seeing out-of-network providers, but full reimbursement is not guaranteed.  VSP has contracted with many laser surgery facilities and doctors, offering you a discount on PRK and LASIK surgeries.  If you enroll in the VSP Basic Plan, SCRRA pays the full premium for coverage of you and your eligible dependents. If you enroll in the VSP Buy-up Plan, which offers enhanced vision benefits, you pay the difference between the cost of the Basic Plan and the Buy-up Plan.  Eligibility begins the first of the month following hire date or qualifying event.    FLEXIBLE SPENDING ACCOUNTS:   Flexible Spending Accounts (FSA) allow for the deferral of pre-tax dollars to be used for reimbursement of eligible medical and dependent care expenses. You can set aside up to $3,050 for health care expenses and $5,000 per family for dependent care expenses annually.  Eligibility begins the first of the month following hire date or a qualifying event.     GROUP TERM LIFE INSURANCE:   SCRRA provides for an amount equal to one (1) time your annual salary, rounded to the nearest $1,000, to a maximum of $200,000. Your life insurance benefit will reduce to 65% at age 65 and 55% at age 70.  IRS regulations require that the portion of Group Term Life (“G.T.L.”) insurance benefits provided to you by SCRRA, which exceeds $50,000, be added to your Federal, State, and Medicare taxable earnings for W-2 reporting. This amount is reflected on your pay statements each pay period in the “Other Benefits and Information” section.  In addition, SCRRA offers a voluntary plan, which may be purchased in increments of $10,000 to a maximum of $100,000 without evidence of insurability (initial enrollment period only) and up to 5 times your salary to a maximum of $500,000 with evidence of insurability. Dependent life options are also available. The voluntary plan is portable; you may retain it if you leave SCRRA and pay the premium.  Eligibility begins the first of the month following hire date or qualifying event.     ACCIDENTAL DEATH & DISMEMBERMENT:   SCRRA provides for an amount equal to one (1) time your annual salary, rounded to the nearest $1,000, up to a maximum of $200,000.  Your AD&D insurance benefit will reduce to 65% at age 65 and 55% at age 70. In addition, SCRRA offers a voluntary plan, which may be purchased in increments of $10,000, subject to a maximum of the lesser of 5 times your annual salary or $500,000. Dependent AD&D options are also available.  Eligibility begins the first of the month following hire date or qualifying event.     SHORT TERM DISABILITY:   You are covered under the California State Disability Insurance (SDI) Program.  Your maximum benefit amount is 52 times your weekly benefit amount or the total wages subject to SDI tax paid in your base period, whichever is less. Employees pay a mandatory contribution, through payroll deductions, for coverage under the SDI program. The contribution rate for 2023 is 0.9 percent of earnings. The SDI taxable wage limit is $153,164, with a maximum withholding of $1,378.48 per employee for calendar year 2023.     LONG TERM DISABILITY :   SCRRA provides for income replacement of 60 percent of monthly earnings subject to a maximum benefit of $7,500 per month up to age 65.  To qualify, you must be on disability for 90 days.  (Note:  there is a pre-existing condition clause in this program.)  Eligibility begins the first of the month following hire date or qualifying event.     VOLUNTARY BENEFITS:   SCRRA offers the following employee-paid voluntary benefits, provided by Aflac:     Group Accident Insurance helps pay for out-of-pocket costs that arise from covered accidents, such as fractures, dislocations, and lacerations.   Group Critical Illness Insurance helps pay for the expected and unexpected expenses that arise from diagnosis of a covered critical illness, such as cancer (internal or invasive), heart attack, stroke, end-stage renal failure or a major organ transplant.   Group Hospital Indemnity Insurance helps pay for the out-of-pocket costs associated with a hospital stay, including benefits for hospital confinement, hospital admission, hospital intensive care and intermediate intensive care step-down unit.   Group Short-Term Disability Insurance pays a monthly benefit directly to an employee who is off work due to an injury or illness for up to three (3) months after a seven (7) day waiting period.   Eligibility begins the first of the month following hire date or qualifying event.     9/80 ALTERNATIVE WORK SCHEDULE:   SCRRA offers a 9/80 Alternative Work Schedule (AWS). During a 10-day work period, you work eight 9-hour days, one 8-hour day and have one day off. Your day off can be Monday, Wednesday, or Friday. Approval from your supervisor, chief and HR is required to participate in the 9/80 AWS program.     TELECOMMUTING SCHEDULE:   SCRRA offers employees the option to telecommute up to two (2) days per week. At the CEO’s discretion, the maximum number of days per week may be increased due to a natural disaster, pandemic, civil unrest, federal/state/local stay-at-home order, or other special circumstances. Approval from your supervisor, chief and HR is required to participate in the telecommuting program. Employees on a 9/80 schedule cannot telecommute.     HOLIDAYS:   SCRRA observes twelve (12) holidays a year:  New Year's Day, Martin Luther King Day, President’s Day, Cesar Chavez Day, Memorial Day, Juneteenth, Independence Day, Labor Day, Veterans Day, Thanksgiving Day, Day after Thanksgiving, and Christmas Day.     PAID TIME OFF (PTO):   SCRRA provides employees with Paid Time Off (PTO) for vacations, illnesses, injuries, medical/dental appointments, religious holidays, personal business, and emergencies as follows:  0-4 years of service - 25 days 5-6 years of service - 30 days  7th year of service - 32 days    8th year of service - 33 days  9th year of service - 34 days 10-14 years of service - 35 days 15-19 years of service - 38 days 20 or more years - 42 days   At the CEO’s discretion, prior service at a public transportation or public agency, or rail transportation company may be counted towards an employee’s total service years to increase the employee’s PTO accrual rate. To be considered, Human Resources requires that a written request along with verification and confirmation of the years of service be provided prior to the start of employment with SCRRA. Human Resources will provide the final determination on behalf of the CEO.     EMPLOYEE ASSISTANCE PROGRAM (EAP):   SCRRA offers you and your immediate and dependent family members confidential counseling 24 hours a day, 7 days a week for family, personal, work-related and substance abuse issues through the EAP. You are entitled to a telephone session(s) with a trained EAP professional to assess the nature of the problem and provide a referral for additional assistance, if needed. Services also include three (3) face-to-face counseling sessions per family member per six (6) month period.     HEALTH ADVOCACY SERVICES:    SCRRA offers you and your eligible dependents free health advocacy services through Health Advocate. You are entitled to unlimited calls with trained professionals who can help you navigate the healthcare and insurance systems.     RETIREMENT PLAN:   The SCRRA contracts with the California Public Employees' Retirement System (CalPERS). You pay a 7.00 percent employee contribution and SCRRA pays an employer contribution, which varies each year. To be eligible for service retirement, you must be at least age 52 and have a minimum of five (5) years of CalPERS-credited service. Upon retirement you are entitled to a monthly retirement benefit based on your years of credited service, age, and average compensation during your last three (3) years of service (“final compensation”). The retirement formula for New Members is 2%@62, which means at age 62, you receive 2 percent of your final compensation for every year of service.  Upon separation from employment with less than 5 years of credited service, you may request a refund of your employee contributions only, including interest, and end your membership with CalPERS, or leave it in your account and retain your service credit should you decide to work for another CalPERS-covered agency. If you are vested upon separation but do not retire, you may leave your contributions in your account until retirement or elect a refund.     SOCIAL SECURITY:   You do not participate in Social Security except for Medicare. You will contribute 1.45 percent of your pay to cover the hospital insurance portion of Medicare.   *Additional Medicare Hospital Insurance Tax:  As of January 1, 2013, employees are required to pay an additional 0.9 percent Medicare tax on earnings above $200,000 (for those who file an individual return) or $250,000 (for those who file a joint return). This additional hospital insurance tax is not reflected in the rate above.     RETIREE MEDICAL:   Unrepresented employees hired before 11/1/18*: You will be eligible for medical coverage when you retire if your separation date and retirement date are within 120 days of each other. SCRRA pays the same amount for retirees as it does for active employees, which is currently 87.5 percent of the applicable premium.  Unrepresented employees hired on or after 11/1/18: You will be eligible for medical coverage when you retire if your separation date and retirement date are within 120 days of each other and you have a minimum of 10 years of credited CalPERS service, five of which must be performed at SCRRA. SCRRA pays a percentage of the state annuitant contribution rate** in accordance with the vesting schedule below:   10 Years of CalPERS Service - 50% 11 - 19 Years of CalPERS Service - 50%, plus 5% for each additional year of service 20+ Years of CalPERS Service - 100%  *Once each year the employer may allow unrepresented employees hired before 11/1/18 the opportunity to individually elect to be subject to the vesting schedule.  **The state annuitant contribution rates for 2023 are: $883 (Retiree Only); $1,699 (Retiree + 1 Dependent); $2,124 (Retiree + Family).     DEFERRED COMPENSATION PLAN (457) :   You are eligible to set aside a portion of your current income without paying taxes on that money until it is received later during retirement when taxes may be lower. In 2023, you can defer up to 100 percent of your gross compensation or $22,500 annually, whichever is less (“normal contribution limit”). You may make an additional $7,500 contribution to the plan if you are age 50 and older. If you are at least within three years of the age in which you are eligible to receive unreduced benefits under our CalPERS retirement plan, you may contribute up to double the normal contribution limit, or $45,000.     TRANSPORTATION PASSES:   You may use your employee badge for unlimited free access to all Metrolink lines and trains. Your badge cannot be used on connecting public transportation. However, if you commute to/from work on Metrolink on a regular basis and need to connect to other public transportation (e.g., Metro Red or Purple Line) you can be issued a Metrolink pass with the appropriate station pair, which will also give you access to connecting transportation.  You are also eligible to receive a free transit pass to ride any greater Los Angeles area transit system other than Metrolink (such as, Metro, Foothill Transit, LADOT, and LOSSAN) for commuting purposes.  The commuter transit pass has a value up to the monthly maximum tax-free transit pass amount established by the Internal Revenue Service ($300 in 2023). You are responsible for any transit fares above the IRS monthly cap.  To receive this benefit, the SCRRA requires each employee to use public transportation to commute to and from work three (3) or more days per week.     OTHER BENEFITS:    Educational Assistance  - SCRRA will reimburse an employee up to $1,000 per fiscal year for tuition, books and mandatory student fees for courses that are relevant to employment.  No reimbursement is allowed for parking.   Professional Memberships  - SCRRA pays up to $300 per year for professional memberships.   Credit Union Membership  - SCRRA offers credit union services for employees and their family members, provided by Northrup Grumman Federal Credit Union.   Jury Duty  - SCRRA will continue an employee's salary during any non-voluntary jury service up to a maximum of ten (10) working days.   Pregnancy Disability and Family and Medical Leaves  - A leave of absence may be paid or unpaid and shall be granted in accordance with applicable federal and state laws, and SCRRA policy. Refer to the Human Resource Policies and Procedures Manual for more detailed information.   Bereavement Leave  - In the event of death in an employee’s immediate family, the agency grants up to three (3) working days, with pay, to handle family affairs and to attend the funeral.  When an employee needs to travel outside the radius of the five (5) member agencies due to the death of an immediate family member, the Authority grants up to five (5) working days, with pay.   Military Leave  - Employees will be paid for the annually required active period. At the discretion of the Chief Executive Officer, and with Board notification, paid military leave may be granted beyond what is provided by the applicable state law.  Closing Date/Time: Continuous
        

    

    
        
            Mar 07, 2024
        

                                    Full Time
                                     
    

    
        SUMMARY   PURPOSE OF POSITION  The Manager I, Human Resources will identify needs, set the direction, and provide leadership for organizational development initiatives, including classification and compensation, leadership development, training, performance management, and diversity.     TO APPLY:   This is a continuous recruitment with the first review of applications beginning  March 4, 2024  .   Interested applicants are encouraged to apply immediately.   DISTINGUISHING CHARACTERISTICS  This is the first level of the Manager (various) series. At this level, incumbents may independently represent the organization. May be responsible for a specialty program area that has a major impact on the organization.   SUPERVISION EXERCISED AND RECEIVED    Receives oversight from departmental management.  First-line supervisory responsibility.    ESSENTIAL DUTIES AND RESPONSIBILITIES   The duties listed below are intended to describe the general nature and level of work being performed and are not to be interpreted as an exhaustive list of responsibilities.     Under the leadership of the Chief People Officer, this position is responsible for the following:    Manage and administer Metrolink’s classification and compensation program, including making recommendations to adopt or eliminate classifications, reviewing and recommending classification and/or salary adjustments to reflect changes in internal equity and labor market conditions.  Conduct and respond to salary surveys.   Oversee consultants working on agency-wide classification and compensation study.  Review and recommend approval/denial of staff requests for classification and/or compensation changes during the annual classification review process.  Create and update job descriptions.   Manage the agency-wide Learning Management System.  Oversee the agency’s performance management system and support the agency with performance planning and performance evaluations.  Provide coaching and performance feedback to support employee development.  Research and implement effective methods to educate and enhance employee performance.  Develop, drive and implement training initiatives to address individual, departmental and agency-wide training needs.  Design and deliver customized training programs using a variety of techniques including blended learning and adult learning principles to ensure efficient and effective knowledge transfer.  Research training vendors to deliver off-the-shelf and customized training programs for individuals and groups.  Collect, measure, and interpret training program evaluation data and recommend improvements.  Develop and implement Grad on Career Track and Intern mentorship program.   Develop collaborative relationships with senior leadership and managers to identify learning opportunities to close knowledge or performance gaps and to gather source content for learning curriculum.  Oversee new hire orientation and other onboarding activities.  Develop and oversee the training budget.  Plan and oversee employee events and activities.  Assist with employee and labor relations matters including employee investigations, labor negotiations, and disciplinary actions.  Oversee and participate in other Human Resources functions as needed.  May perform other duties as assigned.      MINIMUM REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS   Education and Experience    Bachelor’s degree in human resources, business administration, public administration, industrial psychology, or related field.  A minimum of four (4) years’ progressively responsible experience in Human Resources including employee classification and compensation, learning and development and/or performance management.   A combination of training, with a minimum of an associate degree and/or experience that provides the required knowledge, skills and abilities may be considered when determining minimum qualifications. Advanced relevant coursework may also substitute for a portion of required experience.   A valid class C Driver's License with a satisfactory driving record of no more than three moving violations and no DUI's within the last three years.   Preferred Qualifications    Master’s Degree    Knowledge, Skills, and Abilities   Knowledge of :   Relevant current and future-focused issues in HR (recruitment, performance management, employee engagement, learning and development, benefits administration, etc.).  Public employment laws and regulations.  HR business processes and ability to communicate at the highest levels of the organization.  All federal, state and local regulations and compliance requirements related to employee compensation.  Principles and practices of employee supervision and performance management.  Adult learning theory and most effective principles and practices of human resources program development and administration.  Training technologies.   Skilled in :   Strong presentation skills appropriate to the audience and confident, articulate, and clear communication skills with all levels of employees.  HRIS and learning management systems or the ability to quickly learn the organizations software of choice.  Verbal and written communication.  Leadership and team management.  Interpersonal, negotiation, and conflict resolution.  Organization, time management and attention to detail.  Analysis and interpretation of data.  Microsoft Office Suite including Word, Excel and PowerPoint.    Ability to :   Plan, organize, administer, coordinate, review, and evaluate all areas of a comprehensive human resources program.  Analyze a variety of human resources issues and make sound recommendations.  Prioritize tasks and to delegate them when appropriate.  Act with integrity, professionalism, and confidentiality.  Portray credibility to management and experienced learners.  Develop performance-based learning objectives.  Establish and maintain effective working relationships.  Effectively lead and develop staff.   PHYSICAL REQUIREMENTS    Transition between a stationary position at a desk or work location and move about Metrolink facilities or other work site locations.  Operate tools to perform the duties of the position; such as computers, office equipment and work-related machinery.  Transport equipment or boxes up to 25lbs.  Exchange ideas by means of communication.  Visual acuity to detect, identify and observe employees or train movement and any barriers to movement when working on or near railroad tracks.  Hear and perceive the nature of sounds when working on or near railroad tracks.  Balance, ascend/descend, climb, kneel, stoop, bend, crouch or crawl within assigned working conditions and or locations.    Working Conditions  Position requires work in a normal office environment with little exposure to excessive noise, dust, or temperature. Based on job duties, work may also be conducted in outdoor environments, at construction sites, railroad track and right-of-way environments, and warehouse environments, with possible exposure to individuals who are hostile or irate, moving mechanical parts, and loud noises (85+ decibels, such as trains, heavy trucks, construction, etc.).  S outhern California Regional Rail Authority is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the Authority will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.   SUPPLEMENTAL INFORMATION  Selection Process:     Following a review of resumes and/or applications, the most highly qualified candidates will be invited to continue in the selection process. Eligible applicants will be notified of the exact time and place of assessments and interview. Candidates will be interviewed to determine their relative knowledge, skills and ability in job related areas. Offers of employment may be contingent upon successful completion of a reference check, including degree verification and criminal records check provided through SCRRA.     Internal Candidates: Employees with active discipline as defined in the HR Policy No. 5.3 Positive Discipline Program and/or with performance that does not meet the standard for "meets expectations" as defined in the Performance Planning and Appraisal Process may be precluded from consideration and placement in the position.     In compliance with the Americans with Disabilities Act, the SCRRA will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.     The SCRRA is an Equal Opportunity Employer. EEO/ADA    MEDICAL:   SCRRA offers a choice of twelve (12) health plan options provided through the California Public Employees' Retirement System (CalPERS). You may choose from up to ten (10) Health Maintenance Organization (HMO) plans and two (2) Preferred Provider Organization (PPO) plans. Some health plans are only available in certain counties and/or zip codes.   You contribute 12.5 percent of the plan premium for coverage of you and your eligible dependents.  You may waive coverage if you are covered under another group health plan; you must provide proof. Once you waive coverage, you will only be allowed to enroll during Open Enrollment or within 60 days from the date on which your other coverage is no longer available (proof is required). If you elect to waive coverage, you will receive $300.00 per month taxable earnings, paid in two installments of $150 each on the first two paychecks of the month. A retiree or an employee who is a spouse, child, or any other eligible dependent of another SCRRA employee is not eligible for the opt out/cash in lieu credit if he/she is covered under a SCRRA health plan.  Eligibility begins the first of the month following hire date or qualifying event.     DENTAL:   SCRRA offers two dental options provided by Delta Dental. Under the DeltaCare (HMO) program, you must select a contract dentist within their network to perform your dental services.  If you require treatment from a specialist, your contract dentist will handle the referral. Many services are covered at no cost to you. A co-payment applies for other services.   The Delta Dental PPO plan allows you to visit a dentist of your choice, change dentists at any time, go to a dental specialist of your choice, receive dental care anywhere in the world, and save on out-of-pocket expenses when you visit a PPO network dental office.  SCRRA pays the full premium for coverage of you and your eligible dependents under both plans.  Eligibility begins the first of the month following hire date or qualifying event.     VISION:   SCRRA offers two (2) vision plans through Vision Service Plan (VSP), providing coverage for eye examinations, prescription eyewear and contact lenses through network providers.  You have the option of seeing out-of-network providers, but full reimbursement is not guaranteed.  VSP has contracted with many laser surgery facilities and doctors, offering you a discount on PRK and LASIK surgeries.  If you enroll in the VSP Basic Plan, SCRRA pays the full premium for coverage of you and your eligible dependents. If you enroll in the VSP Buy-up Plan, which offers enhanced vision benefits, you pay the difference between the cost of the Basic Plan and the Buy-up Plan.  Eligibility begins the first of the month following hire date or qualifying event.    FLEXIBLE SPENDING ACCOUNTS:   Flexible Spending Accounts (FSA) allow for the deferral of pre-tax dollars to be used for reimbursement of eligible medical and dependent care expenses. You can set aside up to $3,050 for health care expenses and $5,000 per family for dependent care expenses annually.  Eligibility begins the first of the month following hire date or a qualifying event.     GROUP TERM LIFE INSURANCE:   SCRRA provides for an amount equal to one (1) time your annual salary, rounded to the nearest $1,000, to a maximum of $200,000. Your life insurance benefit will reduce to 65% at age 65 and 55% at age 70.  IRS regulations require that the portion of Group Term Life (“G.T.L.”) insurance benefits provided to you by SCRRA, which exceeds $50,000, be added to your Federal, State, and Medicare taxable earnings for W-2 reporting. This amount is reflected on your pay statements each pay period in the “Other Benefits and Information” section.  In addition, SCRRA offers a voluntary plan, which may be purchased in increments of $10,000 to a maximum of $100,000 without evidence of insurability (initial enrollment period only) and up to 5 times your salary to a maximum of $500,000 with evidence of insurability. Dependent life options are also available. The voluntary plan is portable; you may retain it if you leave SCRRA and pay the premium.  Eligibility begins the first of the month following hire date or qualifying event.     ACCIDENTAL DEATH & DISMEMBERMENT:   SCRRA provides for an amount equal to one (1) time your annual salary, rounded to the nearest $1,000, up to a maximum of $200,000.  Your AD&D insurance benefit will reduce to 65% at age 65 and 55% at age 70. In addition, SCRRA offers a voluntary plan, which may be purchased in increments of $10,000, subject to a maximum of the lesser of 5 times your annual salary or $500,000. Dependent AD&D options are also available.  Eligibility begins the first of the month following hire date or qualifying event.     SHORT TERM DISABILITY:   You are covered under the California State Disability Insurance (SDI) Program.  Your maximum benefit amount is 52 times your weekly benefit amount or the total wages subject to SDI tax paid in your base period, whichever is less. Employees pay a mandatory contribution, through payroll deductions, for coverage under the SDI program. The contribution rate for 2023 is 0.9 percent of earnings. The SDI taxable wage limit is $153,164, with a maximum withholding of $1,378.48 per employee for calendar year 2023.     LONG TERM DISABILITY :   SCRRA provides for income replacement of 60 percent of monthly earnings subject to a maximum benefit of $7,500 per month up to age 65.  To qualify, you must be on disability for 90 days.  (Note:  there is a pre-existing condition clause in this program.)  Eligibility begins the first of the month following hire date or qualifying event.     VOLUNTARY BENEFITS:   SCRRA offers the following employee-paid voluntary benefits, provided by Aflac:     Group Accident Insurance helps pay for out-of-pocket costs that arise from covered accidents, such as fractures, dislocations, and lacerations.   Group Critical Illness Insurance helps pay for the expected and unexpected expenses that arise from diagnosis of a covered critical illness, such as cancer (internal or invasive), heart attack, stroke, end-stage renal failure or a major organ transplant.   Group Hospital Indemnity Insurance helps pay for the out-of-pocket costs associated with a hospital stay, including benefits for hospital confinement, hospital admission, hospital intensive care and intermediate intensive care step-down unit.   Group Short-Term Disability Insurance pays a monthly benefit directly to an employee who is off work due to an injury or illness for up to three (3) months after a seven (7) day waiting period.   Eligibility begins the first of the month following hire date or qualifying event.     9/80 ALTERNATIVE WORK SCHEDULE:   SCRRA offers a 9/80 Alternative Work Schedule (AWS). During a 10-day work period, you work eight 9-hour days, one 8-hour day and have one day off. Your day off can be Monday, Wednesday, or Friday. Approval from your supervisor, chief and HR is required to participate in the 9/80 AWS program.     TELECOMMUTING SCHEDULE:   SCRRA offers employees the option to telecommute up to two (2) days per week. At the CEO’s discretion, the maximum number of days per week may be increased due to a natural disaster, pandemic, civil unrest, federal/state/local stay-at-home order, or other special circumstances. Approval from your supervisor, chief and HR is required to participate in the telecommuting program. Employees on a 9/80 schedule cannot telecommute.     HOLIDAYS:   SCRRA observes twelve (12) holidays a year:  New Year's Day, Martin Luther King Day, President’s Day, Cesar Chavez Day, Memorial Day, Juneteenth, Independence Day, Labor Day, Veterans Day, Thanksgiving Day, Day after Thanksgiving, and Christmas Day.     PAID TIME OFF (PTO):   SCRRA provides employees with Paid Time Off (PTO) for vacations, illnesses, injuries, medical/dental appointments, religious holidays, personal business, and emergencies as follows:  0-4 years of service - 25 days 5-6 years of service - 30 days  7th year of service - 32 days    8th year of service - 33 days  9th year of service - 34 days 10-14 years of service - 35 days 15-19 years of service - 38 days 20 or more years - 42 days   At the CEO’s discretion, prior service at a public transportation or public agency, or rail transportation company may be counted towards an employee’s total service years to increase the employee’s PTO accrual rate. To be considered, Human Resources requires that a written request along with verification and confirmation of the years of service be provided prior to the start of employment with SCRRA. Human Resources will provide the final determination on behalf of the CEO.     EMPLOYEE ASSISTANCE PROGRAM (EAP):   SCRRA offers you and your immediate and dependent family members confidential counseling 24 hours a day, 7 days a week for family, personal, work-related and substance abuse issues through the EAP. You are entitled to a telephone session(s) with a trained EAP professional to assess the nature of the problem and provide a referral for additional assistance, if needed. Services also include three (3) face-to-face counseling sessions per family member per six (6) month period.     HEALTH ADVOCACY SERVICES:    SCRRA offers you and your eligible dependents free health advocacy services through Health Advocate. You are entitled to unlimited calls with trained professionals who can help you navigate the healthcare and insurance systems.     RETIREMENT PLAN:   The SCRRA contracts with the California Public Employees' Retirement System (CalPERS). You pay a 7.00 percent employee contribution and SCRRA pays an employer contribution, which varies each year. To be eligible for service retirement, you must be at least age 52 and have a minimum of five (5) years of CalPERS-credited service. Upon retirement you are entitled to a monthly retirement benefit based on your years of credited service, age, and average compensation during your last three (3) years of service (“final compensation”). The retirement formula for New Members is 2%@62, which means at age 62, you receive 2 percent of your final compensation for every year of service.  Upon separation from employment with less than 5 years of credited service, you may request a refund of your employee contributions only, including interest, and end your membership with CalPERS, or leave it in your account and retain your service credit should you decide to work for another CalPERS-covered agency. If you are vested upon separation but do not retire, you may leave your contributions in your account until retirement or elect a refund.     SOCIAL SECURITY:   You do not participate in Social Security except for Medicare. You will contribute 1.45 percent of your pay to cover the hospital insurance portion of Medicare.   *Additional Medicare Hospital Insurance Tax:  As of January 1, 2013, employees are required to pay an additional 0.9 percent Medicare tax on earnings above $200,000 (for those who file an individual return) or $250,000 (for those who file a joint return). This additional hospital insurance tax is not reflected in the rate above.     RETIREE MEDICAL:   Unrepresented employees hired before 11/1/18*: You will be eligible for medical coverage when you retire if your separation date and retirement date are within 120 days of each other. SCRRA pays the same amount for retirees as it does for active employees, which is currently 87.5 percent of the applicable premium.  Unrepresented employees hired on or after 11/1/18: You will be eligible for medical coverage when you retire if your separation date and retirement date are within 120 days of each other and you have a minimum of 10 years of credited CalPERS service, five of which must be performed at SCRRA. SCRRA pays a percentage of the state annuitant contribution rate** in accordance with the vesting schedule below:   10 Years of CalPERS Service - 50% 11 - 19 Years of CalPERS Service - 50%, plus 5% for each additional year of service 20+ Years of CalPERS Service - 100%  *Once each year the employer may allow unrepresented employees hired before 11/1/18 the opportunity to individually elect to be subject to the vesting schedule.  **The state annuitant contribution rates for 2023 are: $883 (Retiree Only); $1,699 (Retiree + 1 Dependent); $2,124 (Retiree + Family).     DEFERRED COMPENSATION PLAN (457) :   You are eligible to set aside a portion of your current income without paying taxes on that money until it is received later during retirement when taxes may be lower. In 2023, you can defer up to 100 percent of your gross compensation or $22,500 annually, whichever is less (“normal contribution limit”). You may make an additional $7,500 contribution to the plan if you are age 50 and older. If you are at least within three years of the age in which you are eligible to receive unreduced benefits under our CalPERS retirement plan, you may contribute up to double the normal contribution limit, or $45,000.     TRANSPORTATION PASSES:   You may use your employee badge for unlimited free access to all Metrolink lines and trains. Your badge cannot be used on connecting public transportation. However, if you commute to/from work on Metrolink on a regular basis and need to connect to other public transportation (e.g., Metro Red or Purple Line) you can be issued a Metrolink pass with the appropriate station pair, which will also give you access to connecting transportation.  You are also eligible to receive a free transit pass to ride any greater Los Angeles area transit system other than Metrolink (such as, Metro, Foothill Transit, LADOT, and LOSSAN) for commuting purposes.  The commuter transit pass has a value up to the monthly maximum tax-free transit pass amount established by the Internal Revenue Service ($300 in 2023). You are responsible for any transit fares above the IRS monthly cap.  To receive this benefit, the SCRRA requires each employee to use public transportation to commute to and from work three (3) or more days per week.     OTHER BENEFITS:    Educational Assistance  - SCRRA will reimburse an employee up to $1,000 per fiscal year for tuition, books and mandatory student fees for courses that are relevant to employment.  No reimbursement is allowed for parking.   Professional Memberships  - SCRRA pays up to $300 per year for professional memberships.   Credit Union Membership  - SCRRA offers credit union services for employees and their family members, provided by Northrup Grumman Federal Credit Union.   Jury Duty  - SCRRA will continue an employee's salary during any non-voluntary jury service up to a maximum of ten (10) working days.   Pregnancy Disability and Family and Medical Leaves  - A leave of absence may be paid or unpaid and shall be granted in accordance with applicable federal and state laws, and SCRRA policy. Refer to the Human Resource Policies and Procedures Manual for more detailed information.   Bereavement Leave  - In the event of death in an employee’s immediate family, the agency grants up to three (3) working days, with pay, to handle family affairs and to attend the funeral.  When an employee needs to travel outside the radius of the five (5) member agencies due to the death of an immediate family member, the Authority grants up to five (5) working days, with pay.   Military Leave  - Employees will be paid for the annually required active period. At the discretion of the Chief Executive Officer, and with Board notification, paid military leave may be granted beyond what is provided by the applicable state law.  Closing Date/Time: Continuous
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            The Position    Deputy Probation Officer I hourly salary range - $24.97 to $30.35      Deputy Probation Officer II hourly salary range -     $27.53 to $33.47       Deputy Probation Officer I:     Under direct supervision, primary responsibilities are to investigate assigned cases, prepare written reports, and make recommendations to the referring court. Work consists of varied and moderately complex professional duties.      Deputy Probation Officer   II:   Under general supervision, primary responsibilities are to investigate assigned cases, prepare written reports and make recommendations to the referring court. Work consists of varied and moderately complex professional duties.           Bilingual English/Spanish encouraged to apply.          Se buscan personas bilingües en inglés y español. Para recibir una solicitud en español, llame a Recursos Humanos al 234-6600.   Job Requirements and Minimum Qualifications  Duties may include but are not limited to the following:     Deputy Probation Officer I & II     Arrange and monitor placement of individuals on probation in rehabilitation, treatment, and/or other programs.  Compile, investigate, verify, and present reports on personal, social, educational, financial, health, and/or prior criminal involvement of probationers; present sentencing recommendations in court.  Communicate with a wide variety of agencies, probation departments, law enforcement agencies, schools, or other organizations to arrange and maintain needed services for probationers.  Intervene in crises; counsel with probationers and/or family members; communicate with involved community and/or private agencies; make referrals.  Maintain records; prepare and process various reports and court documents as needed.  Perform drug tests following established policies and procedures, including: collecting urine specimens; sending specimens to appropriate laboratory; and monitoring and recording test results.  Perform other related duties as assigned.     Deputy Probation Officer    I:     Manage caseload of assigned probationary cases; monitor adherence of probationers with terms of probation; search probationer and residence.  Perform intake for juvenile cases; assess, investigate, evaluate, and determine disposition for each case.  Communicate with other law enforcement and/or social service agencies on crime investigation and prevention.  Make arrest of and transport probation violators to appropriate location, which may involve physically restraining and/or detaining individuals.  Appear and/or testifies in court for detention, jurisdictional, disposition, and/or violation of probation hearings; attend special and/or annual review and sealing of records per assigned casework in both adult and juvenile cases.  Perform clerical duties such as filing, completing various forms, logging all contacts, and ordering supplies.  Attend meetings and training seminars as scheduled.     Deputy Probation Officer    II:     Manage caseload of assigned misdemeanor and/or felony probationary cases; monitor adherence of probationers with terms of probation; search probationer and residence.  Assess, investigate, evaluate, and recommend disposition for each case.  Communicate with Sheriff's Office, Police Department, District Attorney's Office, Probation Department, and/or social service agencies on crime investigation and prevention.  Arrest and transport probation violators to appropriate location, which may involve physically restraining and/or detaining individuals.  Monitor payments of fines, fees, and restitution.  Conduct presentations to community groups, organizations, or others as assigned.  May be appointed by the presiding Juvenile Court Judge to perform the duties of Juvenile Traffic Hearing Officer.     MINIMUM QUALIFICATIONS REQUIRED    Education and Experience:     Deputy Probation Officer    I:    Associate degree from an accredited college or university in criminal justice, behavioral science, or a related field, and six (6) months of related experience.   Substitution:  A combination of related education, training, and experience performing duties such as custodial care, treatment counseling, probation, parole, corrections, criminal investigation, or other related law enforcement or counseling work may be substituted for the education at a rate of two (2) years of experience for each year of education requirement.    Licenses and Certifications:    Penal Code 832 (within first year of job assignment)   State Corrections Authority STC Probation Officer Core Course (within first year of job assignment)   Valid Driver's License      Deputy Probation Officer  II:    Associate degree from an accredited college or university in criminal justice, behavioral science, or a related field, and one (1) year of experience that is the equivalent to that of Deputy Probation Officer I with Mendocino County.    Substitution:  A combination of related education, training, and experience performing duties such as custodial care, treatment counseling, probation, parole, corrections, criminal investigation, or other related law enforcement or counseling work may be substituted for the education at a rate of two (2) years of experience for each year of education requirement.   Licenses and Certifications:    Penal Code 832  State Corrections Authority STC Probation Officer Core Course  Valid Driver's License    Deputy Probation Officer   I & II Special Requirements:   Must be able to meet physical and psychological standards and pass a detailed background investigation.   Knowledge, Skills, and Abilities   Knowledge of:    Principles of human behavior and applied psychology.  Principles and techniques of interviewing and casework.  Applicable state, federal, and local ordinances, laws, rules, and regulations.  All computer applications and hardware related to performance of the essential functions of the job.  Record keeping, report preparation, filing methods, and records management techniques.    Skill in:    Preparing clear and concise reports, correspondence, and other written materials.  Using tact, discretion, initiative, and independent judgment within established guidelines.  Organizing work, setting priorities, meeting critical deadlines, and following up on assignments with a minimum of direction.  Applying logical thinking to solve problems or accomplish tasks.  Understanding, interpreting and communicating complicated policies, procedures, and protocols.  Communicating clearly and effectively, both orally and in writing.    Mental and Physical Abilities:    Establish and maintain effective working relationships with a variety of individuals.  Write reports and correspondence.  Define problems, collect data, establish facts, and draw valid conclusions.  Speak effectively before groups and respond to questions.  Read, analyze, and interpret professional periodicals and journals, technical procedures and government regulations.  While performing the essential functions of this job the employee is regularly required to stand, walk, run, and sit; reach with hands and arms; use manual dexterity to operate machinery/tools; handle, seize, hold, or otherwise work with hands; climb, jump, and/or balance; stoop, kneel, crouch, or crawl; speak and hear; use shape, sound, odor, and color perception and discrimination.  While performing the essential functions of this job, the employee is occasionally required to lift and/or move over 50 pounds, and arrest, detain, and/or physically restrain clients.    Selection Procedure & Other Important Information               Written testing for qualified Deputy Probation Officer I applicants is currently scheduled for May 7-9, 2024.                  *                Please note the dates are subject to change. You will be notified at least 7 days prior to the actual test date.                 Important Application Information:    It is your responsibility to demonstrate through your application materials how you meet the minimum qualifications of the position/s for which you apply.   You must complete all sections of the application. A résumé or other information you feel will help us evaluate your qualifications may be attached to your completed application, but will not be accepted in lieu of completing any part of the application. Blank applications that contain only a résumé or those that reference “see résumé” will be rejected as incomplete.  Check your application before submitting to ensure it is complete and correct; no new or additional information will be accepted after the closing date.  Inquiry will be made of your former and current employers; please provide the names and telephone numbers of supervisors on your application.   You must provide the names and contact information of at least three (3) references (not relatives) that have knowledge of your job skills, experience, ability and/or character.   Application materials are the property of Mendocino County and will not be returned.  It is your responsibility to keep your NEOGOV profile updated, including any changes to your telephone number or address. Failure to do so may result in missed notification of exams or interviews.  The exam process listed on this flyer is tentative. Mendocino County reserves the right to make necessary modifications to the examination plan. Such revisions will be in accordance with approved personnel standards. Should a change be made, applicants will be notified.  The provisions of this job bulletin do not constitute an expressed or implied contract.     Examination Process:       Deputy Probation Officer    I  :  All complete applications will be reviewed; incomplete applications will not be considered. Applicants meeting the job requirements and qualifications will be invited to participate in a written exam (pass/fail). Those who pass the written exam will be invited to participate further in the selection process. Based on the number of candidates passing the written exam, a qualifications appraisal (oral examination) (weight 100) may be administered. The examination process will test the knowledge, skills and abilities required to perform the essential job functions. A passing mark of 70 must be attained for placement on the employment list.    Deputy Probation Officer I    I   :   All complete applications will be reviewed; incomplete applications will not be considered. Based on the number of qualified candidates, applicants meeting the job requirements and qualifications will be invited to participate in an oral examination (weight 100) or an unassembled exam, consisting of an evaluation of education and experience as stated on the application form. The examination process will test the knowledge and abilities described above. A minimum score of 70 must be attained for placement on the employment list.        Special Testing:       I f you require special testing arrangements to accommodate a disability or religious conviction you must contact Human Resources at 707.234.6600 prior to the test date to make your requirements known. You must provide enough advance notice to allow Human Resources to properly review and evaluate your request .            Special Requirements:     Employment in some County departments or positions may require the successful completion of a pre-employment criminal background, which may include fingerprinting, and/or a medical examination, which may include drug screening.  This announcement is a synopsis of duties and requirements of this job. To review the complete classification specification and benefits, please see the HR website. Applications must be submitted to the Human Resources Department by the final filing date.    The County of Mendocino is an Equal Opportunity Employer    This information is a summary of general benefits.  Benefits listed in Mendocino County Resolutions or Memorandums of Understanding prevail over this listing. This information is not legally binding, nor does it constitute a Contract.    SALARY  Compensation is based on a five-step salary range, with annual merit-based increases within the salary range.   RETIREMENT  Covered under Social Security and the 1937 act; both employees and the County pay into the retirement fund. For the most current information regarding County Retirement please go to:  https://www.mendocinocounty.org/retirement    HOLIDAYS AND PERSONAL LEAVE  Mendocino County observes 11 paid holidays per year.  Employees are granted 24 - 48 hours of personal leave annually, depending upon Bargaining Unit.   VACATION  Accrues at the rate of two weeks per year for three years.  Three weeks per year after three years, four weeks after eight years and five weeks after 15 years.   SICK LEAVE  Paid sick leave accrues at the rate of 1.25 days per month, or 15 days per year. Accruals are pro-rated for part-time employees working at least 20 hours per week. Part-time employees working less than 20 hours per week, and extra-help employees receive up to 24 hours (or 3 days) of paid sick leave annually.    MEDICAL, DENTAL, VISION, AND LIFE INSURANCE  The County and the employee share the cost of an employee selected health care plan; enrollment in the plan includes $20,000 Life Insurance.   HEALTH INSURANCE  For the most current information regarding Health Insurance please go to:  http://www.mendocinocounty.org/hr/ehb    EMPLOYEE ASSISTANCE PROGRAM  For the most current information regarding Employee Assistance please go to:  http://www.mendocinocounty.org/hr/eap    EMPLOYEE WELLNESS PROGRAM  For the most current information regarding Employee Wellness please go to:  http://www.mendocinocounty.org/hr/mcwow    LABOR CONTRACTS  For the complete list of most current labor agreements please go to:  http://www.mendocinocounty.org/hr/labor  Closing Date/Time: 4/21/2024 11:59 PM Pacific
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        The Position    Deputy Probation Officer I hourly salary range - $24.97 to $30.35      Deputy Probation Officer II hourly salary range -     $27.53 to $33.47       Deputy Probation Officer I:     Under direct supervision, primary responsibilities are to investigate assigned cases, prepare written reports, and make recommendations to the referring court. Work consists of varied and moderately complex professional duties.      Deputy Probation Officer   II:   Under general supervision, primary responsibilities are to investigate assigned cases, prepare written reports and make recommendations to the referring court. Work consists of varied and moderately complex professional duties.           Bilingual English/Spanish encouraged to apply.          Se buscan personas bilingües en inglés y español. Para recibir una solicitud en español, llame a Recursos Humanos al 234-6600.   Job Requirements and Minimum Qualifications  Duties may include but are not limited to the following:     Deputy Probation Officer I & II     Arrange and monitor placement of individuals on probation in rehabilitation, treatment, and/or other programs.  Compile, investigate, verify, and present reports on personal, social, educational, financial, health, and/or prior criminal involvement of probationers; present sentencing recommendations in court.  Communicate with a wide variety of agencies, probation departments, law enforcement agencies, schools, or other organizations to arrange and maintain needed services for probationers.  Intervene in crises; counsel with probationers and/or family members; communicate with involved community and/or private agencies; make referrals.  Maintain records; prepare and process various reports and court documents as needed.  Perform drug tests following established policies and procedures, including: collecting urine specimens; sending specimens to appropriate laboratory; and monitoring and recording test results.  Perform other related duties as assigned.     Deputy Probation Officer    I:     Manage caseload of assigned probationary cases; monitor adherence of probationers with terms of probation; search probationer and residence.  Perform intake for juvenile cases; assess, investigate, evaluate, and determine disposition for each case.  Communicate with other law enforcement and/or social service agencies on crime investigation and prevention.  Make arrest of and transport probation violators to appropriate location, which may involve physically restraining and/or detaining individuals.  Appear and/or testifies in court for detention, jurisdictional, disposition, and/or violation of probation hearings; attend special and/or annual review and sealing of records per assigned casework in both adult and juvenile cases.  Perform clerical duties such as filing, completing various forms, logging all contacts, and ordering supplies.  Attend meetings and training seminars as scheduled.     Deputy Probation Officer    II:     Manage caseload of assigned misdemeanor and/or felony probationary cases; monitor adherence of probationers with terms of probation; search probationer and residence.  Assess, investigate, evaluate, and recommend disposition for each case.  Communicate with Sheriff's Office, Police Department, District Attorney's Office, Probation Department, and/or social service agencies on crime investigation and prevention.  Arrest and transport probation violators to appropriate location, which may involve physically restraining and/or detaining individuals.  Monitor payments of fines, fees, and restitution.  Conduct presentations to community groups, organizations, or others as assigned.  May be appointed by the presiding Juvenile Court Judge to perform the duties of Juvenile Traffic Hearing Officer.     MINIMUM QUALIFICATIONS REQUIRED    Education and Experience:     Deputy Probation Officer    I:    Associate degree from an accredited college or university in criminal justice, behavioral science, or a related field, and six (6) months of related experience.   Substitution:  A combination of related education, training, and experience performing duties such as custodial care, treatment counseling, probation, parole, corrections, criminal investigation, or other related law enforcement or counseling work may be substituted for the education at a rate of two (2) years of experience for each year of education requirement.    Licenses and Certifications:    Penal Code 832 (within first year of job assignment)   State Corrections Authority STC Probation Officer Core Course (within first year of job assignment)   Valid Driver's License      Deputy Probation Officer  II:    Associate degree from an accredited college or university in criminal justice, behavioral science, or a related field, and one (1) year of experience that is the equivalent to that of Deputy Probation Officer I with Mendocino County.    Substitution:  A combination of related education, training, and experience performing duties such as custodial care, treatment counseling, probation, parole, corrections, criminal investigation, or other related law enforcement or counseling work may be substituted for the education at a rate of two (2) years of experience for each year of education requirement.   Licenses and Certifications:    Penal Code 832  State Corrections Authority STC Probation Officer Core Course  Valid Driver's License    Deputy Probation Officer   I & II Special Requirements:   Must be able to meet physical and psychological standards and pass a detailed background investigation.   Knowledge, Skills, and Abilities   Knowledge of:    Principles of human behavior and applied psychology.  Principles and techniques of interviewing and casework.  Applicable state, federal, and local ordinances, laws, rules, and regulations.  All computer applications and hardware related to performance of the essential functions of the job.  Record keeping, report preparation, filing methods, and records management techniques.    Skill in:    Preparing clear and concise reports, correspondence, and other written materials.  Using tact, discretion, initiative, and independent judgment within established guidelines.  Organizing work, setting priorities, meeting critical deadlines, and following up on assignments with a minimum of direction.  Applying logical thinking to solve problems or accomplish tasks.  Understanding, interpreting and communicating complicated policies, procedures, and protocols.  Communicating clearly and effectively, both orally and in writing.    Mental and Physical Abilities:    Establish and maintain effective working relationships with a variety of individuals.  Write reports and correspondence.  Define problems, collect data, establish facts, and draw valid conclusions.  Speak effectively before groups and respond to questions.  Read, analyze, and interpret professional periodicals and journals, technical procedures and government regulations.  While performing the essential functions of this job the employee is regularly required to stand, walk, run, and sit; reach with hands and arms; use manual dexterity to operate machinery/tools; handle, seize, hold, or otherwise work with hands; climb, jump, and/or balance; stoop, kneel, crouch, or crawl; speak and hear; use shape, sound, odor, and color perception and discrimination.  While performing the essential functions of this job, the employee is occasionally required to lift and/or move over 50 pounds, and arrest, detain, and/or physically restrain clients.    Selection Procedure & Other Important Information               Written testing for qualified Deputy Probation Officer I applicants is currently scheduled for May 7-9, 2024.                  *                Please note the dates are subject to change. You will be notified at least 7 days prior to the actual test date.                 Important Application Information:    It is your responsibility to demonstrate through your application materials how you meet the minimum qualifications of the position/s for which you apply.   You must complete all sections of the application. A résumé or other information you feel will help us evaluate your qualifications may be attached to your completed application, but will not be accepted in lieu of completing any part of the application. Blank applications that contain only a résumé or those that reference “see résumé” will be rejected as incomplete.  Check your application before submitting to ensure it is complete and correct; no new or additional information will be accepted after the closing date.  Inquiry will be made of your former and current employers; please provide the names and telephone numbers of supervisors on your application.   You must provide the names and contact information of at least three (3) references (not relatives) that have knowledge of your job skills, experience, ability and/or character.   Application materials are the property of Mendocino County and will not be returned.  It is your responsibility to keep your NEOGOV profile updated, including any changes to your telephone number or address. Failure to do so may result in missed notification of exams or interviews.  The exam process listed on this flyer is tentative. Mendocino County reserves the right to make necessary modifications to the examination plan. Such revisions will be in accordance with approved personnel standards. Should a change be made, applicants will be notified.  The provisions of this job bulletin do not constitute an expressed or implied contract.     Examination Process:       Deputy Probation Officer    I  :  All complete applications will be reviewed; incomplete applications will not be considered. Applicants meeting the job requirements and qualifications will be invited to participate in a written exam (pass/fail). Those who pass the written exam will be invited to participate further in the selection process. Based on the number of candidates passing the written exam, a qualifications appraisal (oral examination) (weight 100) may be administered. The examination process will test the knowledge, skills and abilities required to perform the essential job functions. A passing mark of 70 must be attained for placement on the employment list.    Deputy Probation Officer I    I   :   All complete applications will be reviewed; incomplete applications will not be considered. Based on the number of qualified candidates, applicants meeting the job requirements and qualifications will be invited to participate in an oral examination (weight 100) or an unassembled exam, consisting of an evaluation of education and experience as stated on the application form. The examination process will test the knowledge and abilities described above. A minimum score of 70 must be attained for placement on the employment list.        Special Testing:       I f you require special testing arrangements to accommodate a disability or religious conviction you must contact Human Resources at 707.234.6600 prior to the test date to make your requirements known. You must provide enough advance notice to allow Human Resources to properly review and evaluate your request .            Special Requirements:     Employment in some County departments or positions may require the successful completion of a pre-employment criminal background, which may include fingerprinting, and/or a medical examination, which may include drug screening.  This announcement is a synopsis of duties and requirements of this job. To review the complete classification specification and benefits, please see the HR website. Applications must be submitted to the Human Resources Department by the final filing date.    The County of Mendocino is an Equal Opportunity Employer    This information is a summary of general benefits.  Benefits listed in Mendocino County Resolutions or Memorandums of Understanding prevail over this listing. This information is not legally binding, nor does it constitute a Contract.    SALARY  Compensation is based on a five-step salary range, with annual merit-based increases within the salary range.   RETIREMENT  Covered under Social Security and the 1937 act; both employees and the County pay into the retirement fund. For the most current information regarding County Retirement please go to:  https://www.mendocinocounty.org/retirement    HOLIDAYS AND PERSONAL LEAVE  Mendocino County observes 11 paid holidays per year.  Employees are granted 24 - 48 hours of personal leave annually, depending upon Bargaining Unit.   VACATION  Accrues at the rate of two weeks per year for three years.  Three weeks per year after three years, four weeks after eight years and five weeks after 15 years.   SICK LEAVE  Paid sick leave accrues at the rate of 1.25 days per month, or 15 days per year. Accruals are pro-rated for part-time employees working at least 20 hours per week. Part-time employees working less than 20 hours per week, and extra-help employees receive up to 24 hours (or 3 days) of paid sick leave annually.    MEDICAL, DENTAL, VISION, AND LIFE INSURANCE  The County and the employee share the cost of an employee selected health care plan; enrollment in the plan includes $20,000 Life Insurance.   HEALTH INSURANCE  For the most current information regarding Health Insurance please go to:  http://www.mendocinocounty.org/hr/ehb    EMPLOYEE ASSISTANCE PROGRAM  For the most current information regarding Employee Assistance please go to:  http://www.mendocinocounty.org/hr/eap    EMPLOYEE WELLNESS PROGRAM  For the most current information regarding Employee Wellness please go to:  http://www.mendocinocounty.org/hr/mcwow    LABOR CONTRACTS  For the complete list of most current labor agreements please go to:  http://www.mendocinocounty.org/hr/labor  Closing Date/Time: 4/21/2024 11:59 PM Pacific
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             Position : Full-Time Lecturer, Educational Leadership  Effective Date : August 19, 2024 (Fall Semester) (1-Year Appointment -Academic Year 2024-2025, Renewable)  Salary Range:  The Lecturer (Academic Year) classification salary is $64,860 to $143,928 per academic year (paid as 12 monthly payments). The anticipated hiring range is $75,000 to $85,008 per year. Salary offered is commensurate with qualifications and experience.   Application Deadline:  Review of applications to begin April 15, 2024. Position open until filled (or recruitment cancelled).    College of Education   Department of Educational Leadership      Required Qualifications:       Ph.D. or Ed.D. in educational leadership, higher education/student affairs, or a related discipline. Degree at time of application or official notification of completion of the doctoral degree by August 1, 2024.   Demonstrated potential for effective teaching at the graduate level   Demonstrated commitment to fostering an inclusive learning environment and engaging effectively with a racially, linguistically and socioeconomically diverse student population      Preferred Qualifications:      Demonstrated effectiveness in or the potential for teaching graduate-level courses related to: theories of adult counseling, foundations of student affairs, student development theory, diversity, equity and justice in U.S. higher education, and/or teaching and learning in higher education.   Demonstrated effectiveness teaching online and/or hybrid courses   Experience in counseling and/or student affairs coordination, managerial, or leadership positions in higher education   Experience and demonstrated effectiveness in instruction and in coordinating work directly related to diversity, equity, and inclusion, such working with diverse student groups, Intergroup Dialogue or other dialogue models, and/or supporting instructional practices that promote inclusive environments   Demonstrated effectiveness in the ability to work on multiple tasks (e.g., courses, committees) simultaneously, take initiative, communicate effectively, and work independently   Experience and demonstrated effectiveness in supporting students’ graduate-level writing   Demonstrated effectiveness in or potential for thesis and/or dissertation advising   Demonstrated experience working with populations demographically and socioeconomically similar to the CSULB student body      Duties:      Teach master’s and doctoral level courses to new practitioners and working professionals. [Mode of instruction may include in-person, hybrid, online, and/or any combination thereof.]   Chair theses and dissertations   May participate in service and governance activities at the program, department, and college levels, as appropriate and/or as needed. This may include activities such as attending program and department meetings, committee service, dissertation/thesis committee service, review of reviewing program applications, participation in applicant interviews, and reading comprehensive exams.     CSULB seeks to recruit faculty who enthusiastically support the University’s strong commitment to the academic success of all of our students, including students of color, students with disabilities, students who are first generation to college, veterans, students with diverse socio-economic backgrounds, and students of diverse sexual orientations and gender expressions. CSULB seeks to recruit and retain a diverse workforce as a reflection of our commitment to serve the People of California, to maintain the excellence of the University, and to offer our students a rich variety of expertise, perspectives, and ways of knowing and learning.   The Department of Educational Leadership is composed of the Educational Leadership Doctorate Program, the Master’s of Education in Educational Administration, the Master’s of Science in Counseling, Student Development in Higher Education, the Preliminary California Administrative Services Credential, the Community College Certificate and is affiliated with the Center for Educational Effectiveness and Evaluation. The faculty and staff support dynamic, transformative, socially responsible leaders who engage others, value diversity, operate with academic integrity and believe in people and their educational futures. The department prides itself on its highly collaborative, student-centered academic community.   The College of Education at CSULB is amongst the premier educator preparation institutions in the state, preparing teachers, counselors, administrators and community leaders to promote equity and excellence in diverse urban settings through effective pedagogy, evidence-based practices, collaboration, leadership, innovation, scholarship, and advocacy. The College of Education fosters an environment of rigorous learning, critical dialogue and reflection, striving for inclusivity that embraces our mission of equity and excellence in our own scholarly work, practices and policies. We seek colleagues who are committed to our mission and are skilled at teaching and working in environments that reflect CSULB’s designation as a Hispanic Serving Institution and an Asian American, Native American and Pacific Islander Serving Institution. The College serves approximately 3,000 students, many of whom are the first in their families to pursue college degrees and reflect the racially and ethnically diverse population of CSULB and our local communities. Our academic programs range from undergraduate, to master’s and doctoral degrees, and education credentials that prepare candidates for careers in diverse, urban educational settings. With a low student to faculty ratio of 1:21, and strong, individualized advising from faculty and staff, students receive the support and attention needed to successfully complete their degrees in a timely fashion.   As expert researchers and scholars, College of Education faculty provide rigorous courses designed to challenge and engage students, connecting theory and research with practice. Our faculty provide experiences for College of Education students to explore the impact of their social identities and experiences in society that impact the students and clients they will serve, thereby fully preparing them for their chosen careers.   Clinical practice is central to programs in the College of Education. With over 100 area clinical practice partnerships, students within the College of Education gain invaluable hands-on experience with faculty mentors and skilled practitioners who help provide real world experience in diverse, urban settings, augmenting classroom instruction.   Information on excellent benefits package available to CSULB faculty is located here: CSU Employee Benefits     How to Apply - Required Documentation :     An Equity and Diversity Statement about your teaching or other experiences, successes, and challenges in working with a diverse student population (maximum two pages, single-spaced). For further information, please use the tenure-track diversity statement guidelines: http://www.csulb.edu/EquityDiversityStatement    Letter of application addressing the required and preferred qualifications and indicating area(s) of specialization, if any   Curriculum Vitae   Names and contact information for three references: May be contacted [no letters accepted] for a verbal reference should you reach the  finalist stage  (on-campus applicants: at least one of which must be from outside CSULB)    An article-length writing sample   Student course evaluation summaries from the last 3 years, if applicable   Copy of transcript from doctoral program    Finalists  should be prepared to submit an official transcript (e-transcript preferred, if available)      How to Apply:  Click Apply Now icon to complete the CSULB online application   Applications, required documentation, and/or requests for information should be addressed to:    Questions about the application and search process contact :  Kimberly Word, EDLD Associate Director Email: Kimberly.Word@csulb.edu     Questions about the position contact:  Dr. Don Haviland, EDLD Department Chair  Email: Don.Haviland@csulb.edu     Employment Requirements:    In accordance with the California State University (CSU) Out-of-State Employment Policy, the CSU is a state entity whose business operations reside within the State of California and prohibits hiring employees to perform CSU related work outside California.   A background check (including a criminal records check and telephone reference check with most recent employer) must be completed satisfactorily before any candidate can be offered a position with the CSU. Failure to satisfactorily complete the background check may affect the application status of applicants or continued employment of current CSU employees who apply for the position.   The person holding this position is considered a “mandated reporter” under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 Revised July 21, 2017 as a condition of employment.     CSU Vaccination Policy   CSU requires faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process should be prepared to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to fahr@csulb.edu .   CSULB is committed to creating a community in which a diverse population can learn, live, and work in an atmosphere of tolerance, civility and respect for the rights and sensibilities of each individual, without regard to race or ethnicity (including color or ancestry), nationality, religion or religious creed, gender (or sex), gender identity (including transgender), gender expression, sexual orientation, marital status, disability (physical or mental), medical condition, genetic information, age, veteran or military status. CSULB is an Equal Opportunity Employer.  Advertised: Mar 18 2024 Pacific Daylight Time  Applications close:  Closing Date/Time:
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         Position : Full-Time Lecturer, Educational Leadership  Effective Date : August 19, 2024 (Fall Semester) (1-Year Appointment -Academic Year 2024-2025, Renewable)  Salary Range:  The Lecturer (Academic Year) classification salary is $64,860 to $143,928 per academic year (paid as 12 monthly payments). The anticipated hiring range is $75,000 to $85,008 per year. Salary offered is commensurate with qualifications and experience.   Application Deadline:  Review of applications to begin April 15, 2024. Position open until filled (or recruitment cancelled).    College of Education   Department of Educational Leadership      Required Qualifications:       Ph.D. or Ed.D. in educational leadership, higher education/student affairs, or a related discipline. Degree at time of application or official notification of completion of the doctoral degree by August 1, 2024.   Demonstrated potential for effective teaching at the graduate level   Demonstrated commitment to fostering an inclusive learning environment and engaging effectively with a racially, linguistically and socioeconomically diverse student population      Preferred Qualifications:      Demonstrated effectiveness in or the potential for teaching graduate-level courses related to: theories of adult counseling, foundations of student affairs, student development theory, diversity, equity and justice in U.S. higher education, and/or teaching and learning in higher education.   Demonstrated effectiveness teaching online and/or hybrid courses   Experience in counseling and/or student affairs coordination, managerial, or leadership positions in higher education   Experience and demonstrated effectiveness in instruction and in coordinating work directly related to diversity, equity, and inclusion, such working with diverse student groups, Intergroup Dialogue or other dialogue models, and/or supporting instructional practices that promote inclusive environments   Demonstrated effectiveness in the ability to work on multiple tasks (e.g., courses, committees) simultaneously, take initiative, communicate effectively, and work independently   Experience and demonstrated effectiveness in supporting students’ graduate-level writing   Demonstrated effectiveness in or potential for thesis and/or dissertation advising   Demonstrated experience working with populations demographically and socioeconomically similar to the CSULB student body      Duties:      Teach master’s and doctoral level courses to new practitioners and working professionals. [Mode of instruction may include in-person, hybrid, online, and/or any combination thereof.]   Chair theses and dissertations   May participate in service and governance activities at the program, department, and college levels, as appropriate and/or as needed. This may include activities such as attending program and department meetings, committee service, dissertation/thesis committee service, review of reviewing program applications, participation in applicant interviews, and reading comprehensive exams.     CSULB seeks to recruit faculty who enthusiastically support the University’s strong commitment to the academic success of all of our students, including students of color, students with disabilities, students who are first generation to college, veterans, students with diverse socio-economic backgrounds, and students of diverse sexual orientations and gender expressions. CSULB seeks to recruit and retain a diverse workforce as a reflection of our commitment to serve the People of California, to maintain the excellence of the University, and to offer our students a rich variety of expertise, perspectives, and ways of knowing and learning.   The Department of Educational Leadership is composed of the Educational Leadership Doctorate Program, the Master’s of Education in Educational Administration, the Master’s of Science in Counseling, Student Development in Higher Education, the Preliminary California Administrative Services Credential, the Community College Certificate and is affiliated with the Center for Educational Effectiveness and Evaluation. The faculty and staff support dynamic, transformative, socially responsible leaders who engage others, value diversity, operate with academic integrity and believe in people and their educational futures. The department prides itself on its highly collaborative, student-centered academic community.   The College of Education at CSULB is amongst the premier educator preparation institutions in the state, preparing teachers, counselors, administrators and community leaders to promote equity and excellence in diverse urban settings through effective pedagogy, evidence-based practices, collaboration, leadership, innovation, scholarship, and advocacy. The College of Education fosters an environment of rigorous learning, critical dialogue and reflection, striving for inclusivity that embraces our mission of equity and excellence in our own scholarly work, practices and policies. We seek colleagues who are committed to our mission and are skilled at teaching and working in environments that reflect CSULB’s designation as a Hispanic Serving Institution and an Asian American, Native American and Pacific Islander Serving Institution. The College serves approximately 3,000 students, many of whom are the first in their families to pursue college degrees and reflect the racially and ethnically diverse population of CSULB and our local communities. Our academic programs range from undergraduate, to master’s and doctoral degrees, and education credentials that prepare candidates for careers in diverse, urban educational settings. With a low student to faculty ratio of 1:21, and strong, individualized advising from faculty and staff, students receive the support and attention needed to successfully complete their degrees in a timely fashion.   As expert researchers and scholars, College of Education faculty provide rigorous courses designed to challenge and engage students, connecting theory and research with practice. Our faculty provide experiences for College of Education students to explore the impact of their social identities and experiences in society that impact the students and clients they will serve, thereby fully preparing them for their chosen careers.   Clinical practice is central to programs in the College of Education. With over 100 area clinical practice partnerships, students within the College of Education gain invaluable hands-on experience with faculty mentors and skilled practitioners who help provide real world experience in diverse, urban settings, augmenting classroom instruction.   Information on excellent benefits package available to CSULB faculty is located here: CSU Employee Benefits     How to Apply - Required Documentation :     An Equity and Diversity Statement about your teaching or other experiences, successes, and challenges in working with a diverse student population (maximum two pages, single-spaced). For further information, please use the tenure-track diversity statement guidelines: http://www.csulb.edu/EquityDiversityStatement    Letter of application addressing the required and preferred qualifications and indicating area(s) of specialization, if any   Curriculum Vitae   Names and contact information for three references: May be contacted [no letters accepted] for a verbal reference should you reach the  finalist stage  (on-campus applicants: at least one of which must be from outside CSULB)    An article-length writing sample   Student course evaluation summaries from the last 3 years, if applicable   Copy of transcript from doctoral program    Finalists  should be prepared to submit an official transcript (e-transcript preferred, if available)      How to Apply:  Click Apply Now icon to complete the CSULB online application   Applications, required documentation, and/or requests for information should be addressed to:    Questions about the application and search process contact :  Kimberly Word, EDLD Associate Director Email: Kimberly.Word@csulb.edu     Questions about the position contact:  Dr. Don Haviland, EDLD Department Chair  Email: Don.Haviland@csulb.edu     Employment Requirements:    In accordance with the California State University (CSU) Out-of-State Employment Policy, the CSU is a state entity whose business operations reside within the State of California and prohibits hiring employees to perform CSU related work outside California.   A background check (including a criminal records check and telephone reference check with most recent employer) must be completed satisfactorily before any candidate can be offered a position with the CSU. Failure to satisfactorily complete the background check may affect the application status of applicants or continued employment of current CSU employees who apply for the position.   The person holding this position is considered a “mandated reporter” under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 Revised July 21, 2017 as a condition of employment.     CSU Vaccination Policy   CSU requires faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process should be prepared to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to fahr@csulb.edu .   CSULB is committed to creating a community in which a diverse population can learn, live, and work in an atmosphere of tolerance, civility and respect for the rights and sensibilities of each individual, without regard to race or ethnicity (including color or ancestry), nationality, religion or religious creed, gender (or sex), gender identity (including transgender), gender expression, sexual orientation, marital status, disability (physical or mental), medical condition, genetic information, age, veteran or military status. CSULB is an Equal Opportunity Employer.  Advertised: Mar 18 2024 Pacific Daylight Time  Applications close:  Closing Date/Time:
    

											
            
            
                [image: South Orange County Community College District]
            
        

        
        
            Admissions and Records Specialist II (Sub)
        

        
            
            
                                            SOUTH ORANGE COUNTY COMMUNITY COLLEGE DISTRICT (SOCCC)
                                    
            
                            
                    Mission Viejo, California, United States
                
                    

        
            Title:  Admissions and Records Specialist II (Sub)   Job Category:  NBU   Job Opening Date:  April 02, 2024   Job Closing Date:  June 30, 2024   Locations:  Saddleback College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:   Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job.  SUMMARY DESCRIPTION  Under general supervision from assigned supervisory or management staff, performs the full range of routine technical and clerical duties in support of the Admissions and Records functions including in the areas of student registration and admissions and records input, retrieval, and maintenance; modifies and corrects student records; processes transcripts; performs a variety of data processing operations including to audit and review data entry; and responds to questions and requests for information from students, staff, and the general public received by phone, e-mail, or in-person.  DISTINGUISHING CHARACTERISTICS  This is the journey level class within the Admissions and Records Specialist series. Employees within this class are distinguished from the Admissions and Records Specialist I by the performance of the full range of duties as assigned including modifying and correcting student records, processing transcripts, and performing a variety of data processing operations including auditing and reviewing data entry. Employees at this level receive only occasional instruction or assistance as new or unusual situations arise, and are fully aware of the operating procedures and policies of the work unit.  This class is distinguished from the Admissions and Records Specialist III class in that the latter is assigned a full range of computer operation tasks including responsibility for the automated generation of accurate grade reports, collection sheets, the scanning system, and the web application system in addition to the full range of duties assigned to Admissions and Records Specialist II incumbents. This class is distinguished from the Senior Admissions and Records Specialist in that the latter evaluate transcripts and residency applications, or serve as regular lead during registration.  REPRESENTATIVE DUTIES  The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.  Perform transactions that involve correcting student academic records as necessary; recalculate grade points and semester units; enter academic notations on student records; post credit by examining classes and grades.  Receive and process transcript requests; review transcripts for accuracy and research information including student holds, identification numbers, and related items; correct student academic records as directed; prepare and generate transcripts including inputting information and printing transcripts; cashier transcript requests; track number of transcripts processed; post transcripts processed to student's records.  Process verification requests of enrollment, status, and academic history; create and prepare forms and letters verifying student status and academic history; track number of verifications processed; post verifications processed to student's records; cashier verification requests.  Research and respond to student and instructor's inquiries regarding grade problems; research into registration issues.  Prepare, duplicate, and distribute correspondence to instructors regarding grade submittal and collection; review all grade documents for completion and accuracy; prepare correspondence and return problem documents to instructors; notify appropriate staff of missing grades.  Distribute, prepare, maintain, and verify records of weekly, daily, and positive attendance rosters; input grades and positive attendance hours in the computer system.  Receive and process web applications; download web application online; review information and identify any discrepancies; send registration appointment via email to student; follow-up with student for any incomplete information; respond to inquiries made through the web pages.  Receive and log incoming data for processing; verify information for accuracy and completeness; identify errors and make necessary correction or refer to appropriate party; prepare materials for data entry; enter data; receive computer-produced output and verify for accuracy and completeness; initiate correction to output as necessary; prepare, log, and distribute output reports and data; maintain files, source documents, and related data; assist in coding documents.  Organize, monitor for accuracy, correct, and complete the K-12 and Emeritus enrollment process; review K-12 permit forms for accuracy, verify that appropriate and valid signatures have been provided, and assess for unit limitation compliance; retrieve and review periodic reports to assure that program participants remain in compliance.  Assign and input all "priority registration" codes for athletes, D.S.P.S, and E.O.P.S. eligible participants.  Process Supportive Services office requests for D.S.P.S and E.O.P.S. students involving Admissions and Records functions.  Post all "unit overload" approvals forwarded to Admissions and Records by the Counseling Office.  Prepare flyers for students with information pertaining to Cal Grant grade point average verification acceptance and processing; answer inquiries pertaining to Cal Grants; compile student's academic records for evaluation; submit student's grade point averages on-line to the California Student Aid Commission within established deadlines.  Provide support and coverage to other Admissions and Records Office functions and programs including counter, phones, grades, and verifications.  Respond to telephone, email, and personal inquiries regarding registration, application, residency, high school permits, telephone and Internet registration and applications, transcripts, and course schedules; disperse forms and answer general information questions; refer complex questions to higher-level admissions and records staff.  Receive application forms; review for accuracy; input into computer terminal; assign identification number; schedule appointments.  Accept transcripts, verification forms, reclass of residency forms, and related forms; receive special petition forms including general petitions, illegal repeat forms, readmission after dismissal forms, applications for certificates or Associate degree, and other forms; process special request for registration; accept and process student data changes.  Assist students in filling out transcript request forms, add/drop cards, petitions, grade requests, and other Admissions and Records forms; input information into computer terminal. Collect fees; input/post charges, cash/check/bankcard transactions/payments, and other information to student accounts; issue receipts; close out and balance registers; prepare monies for bank deposit by reconciling funds and closing accounting pages.  Process on-line registration, drops, and adds; respond to inquiries made through the web pages.  Monitor enrollment of courses; notify students of filled, canceled, or changed classes.  Process, scan, and input student documents into the document imaging management system; prioritize the scanning of documents; separate documents by type and prepare documents for scanning; scan, index, and post documents and information including applications, residency documentation, incoming transcripts, high school permits, evaluations, petitions, test scores, and other documents; review scanned materials for accuracy and clarity; file or dispose of documents when posted; troubleshoot basic system problems as necessary.  Retrieve, open, sort, and distribute mail for the department; respond to inquires related to assigned area including inquiries regarding the arrival of incoming official transcripts.  Order, stock, and maintain office supplies including needed forms; file and stock transcript paper, special envelops, stamps, toner, cartridges; class schedules, applications, data change forms, add and drop forms, and related forms; maintain counter inventory sheets.  May assist in the hiring and training of part-time clerks and new specialists; prepare procedural manual; update procedural manual with changes made to programs and new office requirements.  Utilize various computer applications and software packages; maintain and generate reports from a database or network system.  Operate office equipment including computer equipment, typewriter, calculator, copier, and facsimile machine.  Perform related duties as required.  QUALIFICATIONS  The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.  Knowledge of:  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.  Principles, practices, and procedures of record keeping.  Business letter writing and basic report preparation.  Methods and standards used in processing College paperwork.  Principles and practices used to establish and maintain files and information retrieval systems.  Principles and techniques used in public relations including methods and techniques of proper counter, receptionist, and telephone etiquette.  Basic mathematical concepts.  Basic accounting procedures.  Work organization principles and practices.  English usage, grammar, spelling, punctuation, and vocabulary.  Ability to:  Understand the organization and operation of the assigned program area as necessary to assume assigned responsibilities.  Understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances.  Perform a variety of specialized office support and clerical duties and activities of a general and specialized nature in support of the Admissions and Records functions.  Respond to requests and inquiries from students, staff, or the general public; effectively present information in person or on the telephone to students, staff, or the public.  Balance accounting ledgers and prepare monies for deposit.  Use sound judgment in recognizing scope of authority.  Type or enter data at a speed necessary for successful job performance.  Compile and organize data and information.  Maintain filing and record-keeping systems.  Exercise good judgment in maintaining information, records, and reports.  Plan and organize work to meet schedules and changing deadlines.  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.  Adapt to changing technologies and learn functionality of new equipment and systems.  Work under steady pressure with frequent interruptions and a high degree of public contact by phone or in person.  Work with and exhibit sensitivity to and understanding of the varied racial, ethnic, cultural, sexual orientation, academic, socio-economic, and disabled populations of community college students.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.  EDUCATION AND EXPERIENCE GUIDELINES  Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:  Education/Training:  Equivalent to the completion of the twelfth grade supplemented by specialized clerical or office related training or course work.  Experience:  Two years of increasingly responsible experience in admissions and records.  PHYSICAL DEMANDS AND WORKING ENVIRONMENT  The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.  Environment: Work is performed primarily in a standard office setting. Duties are typically performed at a desk or computer terminal; subject to noise from office equipment operation; frequent interruptions and contact in person and on the telephone with students, academic and classified staff, and others. At least minimal environmental controls are in place to assure health and comfort.  Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information. Vision: See in the normal visual range with or without correction. Hearing: Hear in the normal audio range with or without correction.  Additional Information:  $27.46/hr  Up to 25 hours per week  Schedule TBD  On-site only  This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.  Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting (approx.. $70), I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis. Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines (i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.   Inclusion, Diversity, and Equity:    The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.   Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   Disability Accommodations:  If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .   NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District. NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.   Worksite: NBU employees are limited to working in a single position in one department/site   Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.   160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.   Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/23 through 02/14/23 will be paid on March 10th.   California Sick leave : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.   Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.   Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.     Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.   Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.   Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting: It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).   Campus Crime and Safety Awareness : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.   Drug-Free Environment:   The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.   Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.  SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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        Title:  Admissions and Records Specialist II (Sub)   Job Category:  NBU   Job Opening Date:  April 02, 2024   Job Closing Date:  June 30, 2024   Locations:  Saddleback College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:   Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job.  SUMMARY DESCRIPTION  Under general supervision from assigned supervisory or management staff, performs the full range of routine technical and clerical duties in support of the Admissions and Records functions including in the areas of student registration and admissions and records input, retrieval, and maintenance; modifies and corrects student records; processes transcripts; performs a variety of data processing operations including to audit and review data entry; and responds to questions and requests for information from students, staff, and the general public received by phone, e-mail, or in-person.  DISTINGUISHING CHARACTERISTICS  This is the journey level class within the Admissions and Records Specialist series. Employees within this class are distinguished from the Admissions and Records Specialist I by the performance of the full range of duties as assigned including modifying and correcting student records, processing transcripts, and performing a variety of data processing operations including auditing and reviewing data entry. Employees at this level receive only occasional instruction or assistance as new or unusual situations arise, and are fully aware of the operating procedures and policies of the work unit.  This class is distinguished from the Admissions and Records Specialist III class in that the latter is assigned a full range of computer operation tasks including responsibility for the automated generation of accurate grade reports, collection sheets, the scanning system, and the web application system in addition to the full range of duties assigned to Admissions and Records Specialist II incumbents. This class is distinguished from the Senior Admissions and Records Specialist in that the latter evaluate transcripts and residency applications, or serve as regular lead during registration.  REPRESENTATIVE DUTIES  The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.  Perform transactions that involve correcting student academic records as necessary; recalculate grade points and semester units; enter academic notations on student records; post credit by examining classes and grades.  Receive and process transcript requests; review transcripts for accuracy and research information including student holds, identification numbers, and related items; correct student academic records as directed; prepare and generate transcripts including inputting information and printing transcripts; cashier transcript requests; track number of transcripts processed; post transcripts processed to student's records.  Process verification requests of enrollment, status, and academic history; create and prepare forms and letters verifying student status and academic history; track number of verifications processed; post verifications processed to student's records; cashier verification requests.  Research and respond to student and instructor's inquiries regarding grade problems; research into registration issues.  Prepare, duplicate, and distribute correspondence to instructors regarding grade submittal and collection; review all grade documents for completion and accuracy; prepare correspondence and return problem documents to instructors; notify appropriate staff of missing grades.  Distribute, prepare, maintain, and verify records of weekly, daily, and positive attendance rosters; input grades and positive attendance hours in the computer system.  Receive and process web applications; download web application online; review information and identify any discrepancies; send registration appointment via email to student; follow-up with student for any incomplete information; respond to inquiries made through the web pages.  Receive and log incoming data for processing; verify information for accuracy and completeness; identify errors and make necessary correction or refer to appropriate party; prepare materials for data entry; enter data; receive computer-produced output and verify for accuracy and completeness; initiate correction to output as necessary; prepare, log, and distribute output reports and data; maintain files, source documents, and related data; assist in coding documents.  Organize, monitor for accuracy, correct, and complete the K-12 and Emeritus enrollment process; review K-12 permit forms for accuracy, verify that appropriate and valid signatures have been provided, and assess for unit limitation compliance; retrieve and review periodic reports to assure that program participants remain in compliance.  Assign and input all "priority registration" codes for athletes, D.S.P.S, and E.O.P.S. eligible participants.  Process Supportive Services office requests for D.S.P.S and E.O.P.S. students involving Admissions and Records functions.  Post all "unit overload" approvals forwarded to Admissions and Records by the Counseling Office.  Prepare flyers for students with information pertaining to Cal Grant grade point average verification acceptance and processing; answer inquiries pertaining to Cal Grants; compile student's academic records for evaluation; submit student's grade point averages on-line to the California Student Aid Commission within established deadlines.  Provide support and coverage to other Admissions and Records Office functions and programs including counter, phones, grades, and verifications.  Respond to telephone, email, and personal inquiries regarding registration, application, residency, high school permits, telephone and Internet registration and applications, transcripts, and course schedules; disperse forms and answer general information questions; refer complex questions to higher-level admissions and records staff.  Receive application forms; review for accuracy; input into computer terminal; assign identification number; schedule appointments.  Accept transcripts, verification forms, reclass of residency forms, and related forms; receive special petition forms including general petitions, illegal repeat forms, readmission after dismissal forms, applications for certificates or Associate degree, and other forms; process special request for registration; accept and process student data changes.  Assist students in filling out transcript request forms, add/drop cards, petitions, grade requests, and other Admissions and Records forms; input information into computer terminal. Collect fees; input/post charges, cash/check/bankcard transactions/payments, and other information to student accounts; issue receipts; close out and balance registers; prepare monies for bank deposit by reconciling funds and closing accounting pages.  Process on-line registration, drops, and adds; respond to inquiries made through the web pages.  Monitor enrollment of courses; notify students of filled, canceled, or changed classes.  Process, scan, and input student documents into the document imaging management system; prioritize the scanning of documents; separate documents by type and prepare documents for scanning; scan, index, and post documents and information including applications, residency documentation, incoming transcripts, high school permits, evaluations, petitions, test scores, and other documents; review scanned materials for accuracy and clarity; file or dispose of documents when posted; troubleshoot basic system problems as necessary.  Retrieve, open, sort, and distribute mail for the department; respond to inquires related to assigned area including inquiries regarding the arrival of incoming official transcripts.  Order, stock, and maintain office supplies including needed forms; file and stock transcript paper, special envelops, stamps, toner, cartridges; class schedules, applications, data change forms, add and drop forms, and related forms; maintain counter inventory sheets.  May assist in the hiring and training of part-time clerks and new specialists; prepare procedural manual; update procedural manual with changes made to programs and new office requirements.  Utilize various computer applications and software packages; maintain and generate reports from a database or network system.  Operate office equipment including computer equipment, typewriter, calculator, copier, and facsimile machine.  Perform related duties as required.  QUALIFICATIONS  The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.  Knowledge of:  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.  Principles, practices, and procedures of record keeping.  Business letter writing and basic report preparation.  Methods and standards used in processing College paperwork.  Principles and practices used to establish and maintain files and information retrieval systems.  Principles and techniques used in public relations including methods and techniques of proper counter, receptionist, and telephone etiquette.  Basic mathematical concepts.  Basic accounting procedures.  Work organization principles and practices.  English usage, grammar, spelling, punctuation, and vocabulary.  Ability to:  Understand the organization and operation of the assigned program area as necessary to assume assigned responsibilities.  Understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances.  Perform a variety of specialized office support and clerical duties and activities of a general and specialized nature in support of the Admissions and Records functions.  Respond to requests and inquiries from students, staff, or the general public; effectively present information in person or on the telephone to students, staff, or the public.  Balance accounting ledgers and prepare monies for deposit.  Use sound judgment in recognizing scope of authority.  Type or enter data at a speed necessary for successful job performance.  Compile and organize data and information.  Maintain filing and record-keeping systems.  Exercise good judgment in maintaining information, records, and reports.  Plan and organize work to meet schedules and changing deadlines.  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.  Adapt to changing technologies and learn functionality of new equipment and systems.  Work under steady pressure with frequent interruptions and a high degree of public contact by phone or in person.  Work with and exhibit sensitivity to and understanding of the varied racial, ethnic, cultural, sexual orientation, academic, socio-economic, and disabled populations of community college students.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.  EDUCATION AND EXPERIENCE GUIDELINES  Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:  Education/Training:  Equivalent to the completion of the twelfth grade supplemented by specialized clerical or office related training or course work.  Experience:  Two years of increasingly responsible experience in admissions and records.  PHYSICAL DEMANDS AND WORKING ENVIRONMENT  The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.  Environment: Work is performed primarily in a standard office setting. Duties are typically performed at a desk or computer terminal; subject to noise from office equipment operation; frequent interruptions and contact in person and on the telephone with students, academic and classified staff, and others. At least minimal environmental controls are in place to assure health and comfort.  Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information. Vision: See in the normal visual range with or without correction. Hearing: Hear in the normal audio range with or without correction.  Additional Information:  $27.46/hr  Up to 25 hours per week  Schedule TBD  On-site only  This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.  Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting (approx.. $70), I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis. Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines (i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.   Inclusion, Diversity, and Equity:    The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.   Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   Disability Accommodations:  If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .   NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District. NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.   Worksite: NBU employees are limited to working in a single position in one department/site   Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.   160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.   Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/23 through 02/14/23 will be paid on March 10th.   California Sick leave : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.   Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.   Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.     Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.   Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.   Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting: It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).   Campus Crime and Safety Awareness : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.   Drug-Free Environment:   The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.   Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.  SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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            Title:  Police Officer (IVC - Substitute)   Job Category:  NBU   Job Opening Date:  October 16, 2023   Job Closing Date:  June 30, 2024   Locations:  Irvine Valley College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:   SUMMARY DESCRIPTION  Perform a variety of law enforcement and security related duties to ensure the safety of students, faculty, staff and visitors, and the security of college property and facilities.   SUPERVISION RECEIVED AND EXERCISED  Receives direction from the Chief of Police or the Deputy Chief of Police.  REPRESENTATIVE DUTIES  Duties may include, but are not limited to, the following:  Perform law enforcement and crime prevention work, to include patrolling college properties in an effort to proactively preserve law and order and achieve positive public relations; respond to public safety emergencies, complaints, concerns or questions and administer proper procedures to ensure public safety; conduct criminal investigations; enforce parking regulations, control and direct traffic, to include respond to and conduct traffic accident investigations; inspect and maintain the security of college buildings and facilities.  Provide public assistance; participate in community service activities; use safe work practices and procedures, and provide customer service.  Prepare applicable crime and incident reports.  Perform a variety of technical and administrative tasks in support of the Department.  Maintain and clean equipment.  Maintain visible patrols of College property and surrounding areas to deter criminal activity.  Identify and investigate such criminal activity, safety and fire hazards and other incidents/complaints.  Respond to life and property emergencies; responsible for immediate evaluation of the emergency and notification of emergency support personnel; perform self defense measures.  Initiate and may complete follow-up investigations of felonies, misdemeanors, motor vehicle incidents and College policy violations.  Prepare written reports, affidavits, warrants and memoranda for transmittal to Orange County Court, Department of Motor Vehicles, College departments and other law enforcement agencies.  Maintain law enforcement presence at College and District functions; provide escorts of negotiable assets for College departments.  Serve as presenter to College community in self-defense measures, personal safety awareness, and crime prevention.  Provide additional patrols via mountain bicycle for strategic areas of campus to include pedestrian routes. Operate police vehicle on/off campus.  WORK ENVIRONMENT AND PHYSICAL DEMANDS  The work environment and physical demands described here are representative of those required by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  Work Environment  At least half of each week requires exposure to sensory extremes.  Several times weekly, exposure to chance of injury or loss of life, which can be substantially controlled by use of significant safety precautions.  Physical Demands  Sustained posture or intense attentiveness for prolonged periods.  Light lifting (less than 30 lbs.), some walking, pushing, pulling, on a regular basis.  ESSENTIAL FUNCTIONS OF PHYSICAL AND MENTAL PERFORMANCE  These are tasks which are considered minimum standards of physical and mental performance which are required in order to successfully hold the position for which they were codified. Within each category discussed, examples are provided of typical circumstances, tasks, or activities, but are not all-inclusive. These essential tasks are distinct from published "job dimensions" also considered essential for this position.  Physical/Manipulative Abilities Relating to Major Life Activities  Hearing: The ability to hear normal speech and other audible events, even in combination with other environmental noise. This necessarily includes hearing voices transmitted by radio and telephone, as ell as hearing and distinguishing sounds associated with criminal activity (i.e., gunshots, cries for help, glass breaking, alarm bells ringing, tires squealing, etc).  Seeing: The ability to read or see objects under ambient, limited, or artificial lighting and at a reasonable distance with sufficient clarity to permit their recording or accurate description (i.e., persons, vehicles, license numbers, addresses, street signs, items of property, written messages, printed material, etc.).  Speaking: The ability to speak clearly in English and to be understood by others under normal or highly stressful circumstances, either directly or through amplified, radio, or telephonic transmission.  Moving, walking, sitting, touching: The ability to alternatively move from one place to another, to change from seated to standing positions, to securely grasp objects as required:  Ability to operate a motor vehicle, including turning a steering wheel, operating acceleration and braking devices, opening and closing doors, operating seatbelts or other equipment including switches, radios, and the like while speaking, seeing, and/or hearing at the same time.  Ability to traverse irregular surfaces, including under varying climactic conditions, climbing steps, scaling walls and fences, using ladders, crawling through restricted spaces, and traversing graded surfaces, either at a normal or accelerated gate and when approaching, pursuing or retreating from persons, objects, or locations.  Ability to restrain violent or uncooperative persons, including the mobility and agility to apply appropriate restraining techniques against one or more persons under both passive and combative circumstances; to affix appropriate restraining devices upon others; to temporarily subdue others without resorting to excessive or unreasonable force.  Ability to hold and/or operate furnished implements or other equipment, including pens, pencils, typewriter or computer keyboard keys under varying lighting conditions and perhaps in concert with holding or operating other items of equipment (i.e., flashlights); an ability to hold, operate, and accurately control an approved firearm.  Ability to move and/or carry heavy objects, including lifting, carrying, or assisting other person's unable/unwilling to move themselves.  Ability to grasp and operate non-furnished devices, including door latches, light switches, or other mechanical devices encountered at locations where police services are required.  Mental/Cognitive Abilities:  Ability to recall detail, including the ability to accurately recreate witnessed events, conversations, or readings and to record those recreations in written and/or oral form.  Ability to interpret and apply oral or written material/instructions, including the ability to listen to or read abstract or directive instructional material and to apply that data correctly to practical circumstances.  Ability to remain alert and coherent, including the ability to take action or to decide between alternative courses of action under routine, highly stressful, or environmentally difficult conditions; an ability to remain alert at varying hours after scheduled rest or for extended periods of an emergency or unanticipated  Each of these essential tasks must be performed individually and unassisted by other persons, since this class of employment requires an ability to work alone. However, the ability to perform these tasks shall not be limited by the assistance of enhancing devices which are reasonably free from anticipated malfunction, loss, or destruction during normal or foreseeable circumstances. Performance of some of the tasks may, in individual situations, also be aided by the presence of items constituting reasonable accommodation of a disability (i.e., eyeglasses, contact lenses, etc.).  QUALIFICATIONS  Knowledge of:  Principles, practices, methods and procedures of law enforcement and traffic control.   Pertinent Federal, State and local laws, codes, and regulations.   Appropriate responses for emergency situations.   Use and care of firearms.  Basic first aid and CPR.  Ability to:  Interpret and apply Federal, State and local policies, procedures, laws and regulations.   Administer procedures related to safety and security.   Work independently in the absence of supervision.   Communicate clearly and concisely, both orally and in writing.  Establish and maintain cooperative working relationships with those contacted in the course of work.  EXPERIENCE AND TRAINING GUIDELINES  Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  Experience:  Two years of law enforcement or security experience.  Training:  Equivalent to an Associate of Arts degree with major training in law enforcement, security or a related field.  LICENSE OR CERTIFICATE  Possession of a current P.O.S.T. Basic Certificate (received after completing Field Training as a Police Officer for one year); possession of a valid California Driver's License, and a current and valid First Aid/CPR certificate.  MEDICAL/PSYCHOLOGICAL TESTING AND BACKGROUND CHECK  Must pass a medical and psychological test as required by Government Code Section 1031(F) and required to submit to a thorough background investigation pursuant to Government Code Section 1031 to comply with the standards established by the Commission for P.O.S.T.  Additional Information:  $36.97/hr  Up to 25 hours per week  Schedule TBD  This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.  Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting (approx.. $70), I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis. Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines (i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.   Inclusion, Diversity, and Equity:    The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.   Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   Disability Accommodations:  If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .   NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District. NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.   Worksite: NBU employees are limited to working in a single position in one department/site   Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.   160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.   Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/23 through 02/14/23 will be paid on March 10th.   California Sick leave : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.   Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.   Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.     Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.   Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.   Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting: It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).   Campus Crime and Safety Awareness : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.   Drug-Free Environment:   The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.   Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.  SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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        Title:  Police Officer (IVC - Substitute)   Job Category:  NBU   Job Opening Date:  October 16, 2023   Job Closing Date:  June 30, 2024   Locations:  Irvine Valley College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:   SUMMARY DESCRIPTION  Perform a variety of law enforcement and security related duties to ensure the safety of students, faculty, staff and visitors, and the security of college property and facilities.   SUPERVISION RECEIVED AND EXERCISED  Receives direction from the Chief of Police or the Deputy Chief of Police.  REPRESENTATIVE DUTIES  Duties may include, but are not limited to, the following:  Perform law enforcement and crime prevention work, to include patrolling college properties in an effort to proactively preserve law and order and achieve positive public relations; respond to public safety emergencies, complaints, concerns or questions and administer proper procedures to ensure public safety; conduct criminal investigations; enforce parking regulations, control and direct traffic, to include respond to and conduct traffic accident investigations; inspect and maintain the security of college buildings and facilities.  Provide public assistance; participate in community service activities; use safe work practices and procedures, and provide customer service.  Prepare applicable crime and incident reports.  Perform a variety of technical and administrative tasks in support of the Department.  Maintain and clean equipment.  Maintain visible patrols of College property and surrounding areas to deter criminal activity.  Identify and investigate such criminal activity, safety and fire hazards and other incidents/complaints.  Respond to life and property emergencies; responsible for immediate evaluation of the emergency and notification of emergency support personnel; perform self defense measures.  Initiate and may complete follow-up investigations of felonies, misdemeanors, motor vehicle incidents and College policy violations.  Prepare written reports, affidavits, warrants and memoranda for transmittal to Orange County Court, Department of Motor Vehicles, College departments and other law enforcement agencies.  Maintain law enforcement presence at College and District functions; provide escorts of negotiable assets for College departments.  Serve as presenter to College community in self-defense measures, personal safety awareness, and crime prevention.  Provide additional patrols via mountain bicycle for strategic areas of campus to include pedestrian routes. Operate police vehicle on/off campus.  WORK ENVIRONMENT AND PHYSICAL DEMANDS  The work environment and physical demands described here are representative of those required by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  Work Environment  At least half of each week requires exposure to sensory extremes.  Several times weekly, exposure to chance of injury or loss of life, which can be substantially controlled by use of significant safety precautions.  Physical Demands  Sustained posture or intense attentiveness for prolonged periods.  Light lifting (less than 30 lbs.), some walking, pushing, pulling, on a regular basis.  ESSENTIAL FUNCTIONS OF PHYSICAL AND MENTAL PERFORMANCE  These are tasks which are considered minimum standards of physical and mental performance which are required in order to successfully hold the position for which they were codified. Within each category discussed, examples are provided of typical circumstances, tasks, or activities, but are not all-inclusive. These essential tasks are distinct from published "job dimensions" also considered essential for this position.  Physical/Manipulative Abilities Relating to Major Life Activities  Hearing: The ability to hear normal speech and other audible events, even in combination with other environmental noise. This necessarily includes hearing voices transmitted by radio and telephone, as ell as hearing and distinguishing sounds associated with criminal activity (i.e., gunshots, cries for help, glass breaking, alarm bells ringing, tires squealing, etc).  Seeing: The ability to read or see objects under ambient, limited, or artificial lighting and at a reasonable distance with sufficient clarity to permit their recording or accurate description (i.e., persons, vehicles, license numbers, addresses, street signs, items of property, written messages, printed material, etc.).  Speaking: The ability to speak clearly in English and to be understood by others under normal or highly stressful circumstances, either directly or through amplified, radio, or telephonic transmission.  Moving, walking, sitting, touching: The ability to alternatively move from one place to another, to change from seated to standing positions, to securely grasp objects as required:  Ability to operate a motor vehicle, including turning a steering wheel, operating acceleration and braking devices, opening and closing doors, operating seatbelts or other equipment including switches, radios, and the like while speaking, seeing, and/or hearing at the same time.  Ability to traverse irregular surfaces, including under varying climactic conditions, climbing steps, scaling walls and fences, using ladders, crawling through restricted spaces, and traversing graded surfaces, either at a normal or accelerated gate and when approaching, pursuing or retreating from persons, objects, or locations.  Ability to restrain violent or uncooperative persons, including the mobility and agility to apply appropriate restraining techniques against one or more persons under both passive and combative circumstances; to affix appropriate restraining devices upon others; to temporarily subdue others without resorting to excessive or unreasonable force.  Ability to hold and/or operate furnished implements or other equipment, including pens, pencils, typewriter or computer keyboard keys under varying lighting conditions and perhaps in concert with holding or operating other items of equipment (i.e., flashlights); an ability to hold, operate, and accurately control an approved firearm.  Ability to move and/or carry heavy objects, including lifting, carrying, or assisting other person's unable/unwilling to move themselves.  Ability to grasp and operate non-furnished devices, including door latches, light switches, or other mechanical devices encountered at locations where police services are required.  Mental/Cognitive Abilities:  Ability to recall detail, including the ability to accurately recreate witnessed events, conversations, or readings and to record those recreations in written and/or oral form.  Ability to interpret and apply oral or written material/instructions, including the ability to listen to or read abstract or directive instructional material and to apply that data correctly to practical circumstances.  Ability to remain alert and coherent, including the ability to take action or to decide between alternative courses of action under routine, highly stressful, or environmentally difficult conditions; an ability to remain alert at varying hours after scheduled rest or for extended periods of an emergency or unanticipated  Each of these essential tasks must be performed individually and unassisted by other persons, since this class of employment requires an ability to work alone. However, the ability to perform these tasks shall not be limited by the assistance of enhancing devices which are reasonably free from anticipated malfunction, loss, or destruction during normal or foreseeable circumstances. Performance of some of the tasks may, in individual situations, also be aided by the presence of items constituting reasonable accommodation of a disability (i.e., eyeglasses, contact lenses, etc.).  QUALIFICATIONS  Knowledge of:  Principles, practices, methods and procedures of law enforcement and traffic control.   Pertinent Federal, State and local laws, codes, and regulations.   Appropriate responses for emergency situations.   Use and care of firearms.  Basic first aid and CPR.  Ability to:  Interpret and apply Federal, State and local policies, procedures, laws and regulations.   Administer procedures related to safety and security.   Work independently in the absence of supervision.   Communicate clearly and concisely, both orally and in writing.  Establish and maintain cooperative working relationships with those contacted in the course of work.  EXPERIENCE AND TRAINING GUIDELINES  Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  Experience:  Two years of law enforcement or security experience.  Training:  Equivalent to an Associate of Arts degree with major training in law enforcement, security or a related field.  LICENSE OR CERTIFICATE  Possession of a current P.O.S.T. Basic Certificate (received after completing Field Training as a Police Officer for one year); possession of a valid California Driver's License, and a current and valid First Aid/CPR certificate.  MEDICAL/PSYCHOLOGICAL TESTING AND BACKGROUND CHECK  Must pass a medical and psychological test as required by Government Code Section 1031(F) and required to submit to a thorough background investigation pursuant to Government Code Section 1031 to comply with the standards established by the Commission for P.O.S.T.  Additional Information:  $36.97/hr  Up to 25 hours per week  Schedule TBD  This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.  Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting (approx.. $70), I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis. Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines (i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.   Inclusion, Diversity, and Equity:    The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.   Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   Disability Accommodations:  If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .   NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District. NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.   Worksite: NBU employees are limited to working in a single position in one department/site   Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.   160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.   Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/23 through 02/14/23 will be paid on March 10th.   California Sick leave : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.   Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.   Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.     Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.   Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.   Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting: It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).   Campus Crime and Safety Awareness : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.   Drug-Free Environment:   The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.   Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.  SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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            Title:  Police Officer (Sub)   Job Category:  NBU   Job Opening Date:  July 01, 2023   Job Closing Date:  June 30, 2024   Locations:  Saddleback College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:   SUMMARY DESCRIPTION  Perform a variety of law enforcement and security related duties to ensure the safety of students, faculty, staff and visitors, and the security of college property and facilities.   SUPERVISION RECEIVED AND EXERCISED  Receives direction from the Chief of Police or the Deputy Chief of Police.  REPRESENTATIVE DUTIES  Duties may include, but are not limited to, the following:  Perform law enforcement and crime prevention work, to include patrolling college properties in an effort to proactively preserve law and order and achieve positive public relations; respond to public safety emergencies, complaints, concerns or questions and administer proper procedures to ensure public safety; conduct criminal investigations; enforce parking regulations, control and direct traffic, to include respond to and conduct traffic accident investigations; inspect and maintain the security of college buildings and facilities.  Provide public assistance; participate in community service activities; use safe work practices and procedures, and provide customer service.  Prepare applicable crime and incident reports.  Perform a variety of technical and administrative tasks in support of the Department.  Maintain and clean equipment.  Maintain visible patrols of College property and surrounding areas to deter criminal activity.  Identify and investigate such criminal activity, safety and fire hazards and other incidents/complaints.  Respond to life and property emergencies; responsible for immediate evaluation of the emergency and notification of emergency support personnel; perform self defense measures.  Initiate and may complete follow-up investigations of felonies, misdemeanors, motor vehicle incidents and College policy violations.  Prepare written reports, affidavits, warrants and memoranda for transmittal to Orange County Court, Department of Motor Vehicles, College departments and other law enforcement agencies.  Maintain law enforcement presence at College and District functions; provide escorts of negotiable assets for College departments.  Serve as presenter to College community in self-defense measures, personal safety awareness, and crime prevention.  Provide additional patrols via mountain bicycle for strategic areas of campus to include pedestrian routes. Operate police vehicle on/off campus.  WORK ENVIRONMENT AND PHYSICAL DEMANDS  The work environment and physical demands described here are representative of those required by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  Work Environment  At least half of each week requires exposure to sensory extremes.  Several times weekly, exposure to chance of injury or loss of life, which can be substantially controlled by use of significant safety precautions.  Physical Demands  Sustained posture or intense attentiveness for prolonged periods.  Light lifting (less than 30 lbs.), some walking, pushing, pulling, on a regular basis.  ESSENTIAL FUNCTIONS OF PHYSICAL AND MENTAL PERFORMANCE  These are tasks which are considered minimum standards of physical and mental performance which are required in order to successfully hold the position for which they were codified. Within each category discussed, examples are provided of typical circumstances, tasks, or activities, but are not all-inclusive. These essential tasks are distinct from published "job dimensions" also considered essential for this position.  Physical/Manipulative Abilities Relating to Major Life Activities  Hearing: The ability to hear normal speech and other audible events, even in combination with other environmental noise. This necessarily includes hearing voices transmitted by radio and telephone, as ell as hearing and distinguishing sounds associated with criminal activity (i.e., gunshots, cries for help, glass breaking, alarm bells ringing, tires squealing, etc).  Seeing: The ability to read or see objects under ambient, limited, or artificial lighting and at a reasonable distance with sufficient clarity to permit their recording or accurate description (i.e., persons, vehicles, license numbers, addresses, street signs, items of property, written messages, printed material, etc.).  Speaking: The ability to speak clearly in English and to be understood by others under normal or highly stressful circumstances, either directly or through amplified, radio, or telephonic transmission.  Moving, walking, sitting, touching: The ability to alternatively move from one place to another, to change from seated to standing positions, to securely grasp objects as required:  Ability to operate a motor vehicle, including turning a steering wheel, operating acceleration and braking devices, opening and closing doors, operating seatbelts or other equipment including switches, radios, and the like while speaking, seeing, and/or hearing at the same time.  Ability to traverse irregular surfaces, including under varying climactic conditions, climbing steps, scaling walls and fences, using ladders, crawling through restricted spaces, and traversing graded surfaces, either at a normal or accelerated gate and when approaching, pursuing or retreating from persons, objects, or locations.  Ability to restrain violent or uncooperative persons, including the mobility and agility to apply appropriate restraining techniques against one or more persons under both passive and combative circumstances; to affix appropriate restraining devices upon others; to temporarily subdue others without resorting to excessive or unreasonable force.  Ability to hold and/or operate furnished implements or other equipment, including pens, pencils, typewriter or computer keyboard keys under varying lighting conditions and perhaps in concert with holding or operating other items of equipment (i.e., flashlights); an ability to hold, operate, and accurately control an approved firearm.  Ability to move and/or carry heavy objects, including lifting, carrying, or assisting other person's unable/unwilling to move themselves.  Ability to grasp and operate non-furnished devices, including door latches, light switches, or other mechanical devices encountered at locations where police services are required.  Mental/Cognitive Abilities:  Ability to recall detail, including the ability to accurately recreate witnessed events, conversations, or readings and to record those recreations in written and/or oral form.  Ability to interpret and apply oral or written material/instructions, including the ability to listen to or read abstract or directive instructional material and to apply that data correctly to practical circumstances.  Ability to remain alert and coherent, including the ability to take action or to decide between alternative courses of action under routine, highly stressful, or environmentally difficult conditions; an ability to remain alert at varying hours after scheduled rest or for extended periods of an emergency or unanticipated  Each of these essential tasks must be performed individually and unassisted by other persons, since this class of employment requires an ability to work alone. However, the ability to perform these tasks shall not be limited by the assistance of enhancing devices which are reasonably free from anticipated malfunction, loss, or destruction during normal or foreseeable circumstances. Performance of some of the tasks may, in individual situations, also be aided by the presence of items constituting reasonable accommodation of a disability (i.e., eyeglasses, contact lenses, etc.).  QUALIFICATIONS  Knowledge of:  Principles, practices, methods and procedures of law enforcement and traffic control.   Pertinent Federal, State and local laws, codes, and regulations.   Appropriate responses for emergency situations.   Use and care of firearms.  Basic first aid and CPR.  Ability to:  Interpret and apply Federal, State and local policies, procedures, laws and regulations.   Administer procedures related to safety and security.   Work independently in the absence of supervision.   Communicate clearly and concisely, both orally and in writing.  Establish and maintain cooperative working relationships with those contacted in the course of work.  EXPERIENCE AND TRAINING GUIDELINES  Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  Experience:  Two years of law enforcement or security experience.  Training:  Equivalent to an Associate of Arts degree with major training in law enforcement, security or a related field.  LICENSE OR CERTIFICATE  Possession of a current P.O.S.T. Basic Certificate (received after completing Field Training as a Police Officer for one year); possession of a valid California Driver's License, and a current and valid First Aid/CPR certificate.  MEDICAL/PSYCHOLOGICAL TESTING AND BACKGROUND CHECK  Must pass a medical and psychological test as required by Government Code Section 1031(F) and required to submit to a thorough background investigation pursuant to Government Code Section 1031 to comply with the standards established by the Commission for P.O.S.T.  Additional Information:  $34.16/hr  Up to 25 hours per week  Schedule TBD  This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.      Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting ( approx.. $70) , I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis.   Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."      The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines ( i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.       Inclusion, Diversity, and Equity:        The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.      Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.      Disability Accommodations :    If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .      NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District . NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.      Worksite:  NBU employees are limited to working in a single position in one department/site      Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.      160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.      Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/2 3 through 02/14/2 3 will be paid on March 10th.      California Sick leave  : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.      Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.      Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.       Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.      Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.      Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting:  It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).      Campus Crime and Safety Awareness  : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.      Drug-Free Environment:    The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.      Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.     SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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        Title:  Police Officer (Sub)   Job Category:  NBU   Job Opening Date:  July 01, 2023   Job Closing Date:  June 30, 2024   Locations:  Saddleback College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:   SUMMARY DESCRIPTION  Perform a variety of law enforcement and security related duties to ensure the safety of students, faculty, staff and visitors, and the security of college property and facilities.   SUPERVISION RECEIVED AND EXERCISED  Receives direction from the Chief of Police or the Deputy Chief of Police.  REPRESENTATIVE DUTIES  Duties may include, but are not limited to, the following:  Perform law enforcement and crime prevention work, to include patrolling college properties in an effort to proactively preserve law and order and achieve positive public relations; respond to public safety emergencies, complaints, concerns or questions and administer proper procedures to ensure public safety; conduct criminal investigations; enforce parking regulations, control and direct traffic, to include respond to and conduct traffic accident investigations; inspect and maintain the security of college buildings and facilities.  Provide public assistance; participate in community service activities; use safe work practices and procedures, and provide customer service.  Prepare applicable crime and incident reports.  Perform a variety of technical and administrative tasks in support of the Department.  Maintain and clean equipment.  Maintain visible patrols of College property and surrounding areas to deter criminal activity.  Identify and investigate such criminal activity, safety and fire hazards and other incidents/complaints.  Respond to life and property emergencies; responsible for immediate evaluation of the emergency and notification of emergency support personnel; perform self defense measures.  Initiate and may complete follow-up investigations of felonies, misdemeanors, motor vehicle incidents and College policy violations.  Prepare written reports, affidavits, warrants and memoranda for transmittal to Orange County Court, Department of Motor Vehicles, College departments and other law enforcement agencies.  Maintain law enforcement presence at College and District functions; provide escorts of negotiable assets for College departments.  Serve as presenter to College community in self-defense measures, personal safety awareness, and crime prevention.  Provide additional patrols via mountain bicycle for strategic areas of campus to include pedestrian routes. Operate police vehicle on/off campus.  WORK ENVIRONMENT AND PHYSICAL DEMANDS  The work environment and physical demands described here are representative of those required by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  Work Environment  At least half of each week requires exposure to sensory extremes.  Several times weekly, exposure to chance of injury or loss of life, which can be substantially controlled by use of significant safety precautions.  Physical Demands  Sustained posture or intense attentiveness for prolonged periods.  Light lifting (less than 30 lbs.), some walking, pushing, pulling, on a regular basis.  ESSENTIAL FUNCTIONS OF PHYSICAL AND MENTAL PERFORMANCE  These are tasks which are considered minimum standards of physical and mental performance which are required in order to successfully hold the position for which they were codified. Within each category discussed, examples are provided of typical circumstances, tasks, or activities, but are not all-inclusive. These essential tasks are distinct from published "job dimensions" also considered essential for this position.  Physical/Manipulative Abilities Relating to Major Life Activities  Hearing: The ability to hear normal speech and other audible events, even in combination with other environmental noise. This necessarily includes hearing voices transmitted by radio and telephone, as ell as hearing and distinguishing sounds associated with criminal activity (i.e., gunshots, cries for help, glass breaking, alarm bells ringing, tires squealing, etc).  Seeing: The ability to read or see objects under ambient, limited, or artificial lighting and at a reasonable distance with sufficient clarity to permit their recording or accurate description (i.e., persons, vehicles, license numbers, addresses, street signs, items of property, written messages, printed material, etc.).  Speaking: The ability to speak clearly in English and to be understood by others under normal or highly stressful circumstances, either directly or through amplified, radio, or telephonic transmission.  Moving, walking, sitting, touching: The ability to alternatively move from one place to another, to change from seated to standing positions, to securely grasp objects as required:  Ability to operate a motor vehicle, including turning a steering wheel, operating acceleration and braking devices, opening and closing doors, operating seatbelts or other equipment including switches, radios, and the like while speaking, seeing, and/or hearing at the same time.  Ability to traverse irregular surfaces, including under varying climactic conditions, climbing steps, scaling walls and fences, using ladders, crawling through restricted spaces, and traversing graded surfaces, either at a normal or accelerated gate and when approaching, pursuing or retreating from persons, objects, or locations.  Ability to restrain violent or uncooperative persons, including the mobility and agility to apply appropriate restraining techniques against one or more persons under both passive and combative circumstances; to affix appropriate restraining devices upon others; to temporarily subdue others without resorting to excessive or unreasonable force.  Ability to hold and/or operate furnished implements or other equipment, including pens, pencils, typewriter or computer keyboard keys under varying lighting conditions and perhaps in concert with holding or operating other items of equipment (i.e., flashlights); an ability to hold, operate, and accurately control an approved firearm.  Ability to move and/or carry heavy objects, including lifting, carrying, or assisting other person's unable/unwilling to move themselves.  Ability to grasp and operate non-furnished devices, including door latches, light switches, or other mechanical devices encountered at locations where police services are required.  Mental/Cognitive Abilities:  Ability to recall detail, including the ability to accurately recreate witnessed events, conversations, or readings and to record those recreations in written and/or oral form.  Ability to interpret and apply oral or written material/instructions, including the ability to listen to or read abstract or directive instructional material and to apply that data correctly to practical circumstances.  Ability to remain alert and coherent, including the ability to take action or to decide between alternative courses of action under routine, highly stressful, or environmentally difficult conditions; an ability to remain alert at varying hours after scheduled rest or for extended periods of an emergency or unanticipated  Each of these essential tasks must be performed individually and unassisted by other persons, since this class of employment requires an ability to work alone. However, the ability to perform these tasks shall not be limited by the assistance of enhancing devices which are reasonably free from anticipated malfunction, loss, or destruction during normal or foreseeable circumstances. Performance of some of the tasks may, in individual situations, also be aided by the presence of items constituting reasonable accommodation of a disability (i.e., eyeglasses, contact lenses, etc.).  QUALIFICATIONS  Knowledge of:  Principles, practices, methods and procedures of law enforcement and traffic control.   Pertinent Federal, State and local laws, codes, and regulations.   Appropriate responses for emergency situations.   Use and care of firearms.  Basic first aid and CPR.  Ability to:  Interpret and apply Federal, State and local policies, procedures, laws and regulations.   Administer procedures related to safety and security.   Work independently in the absence of supervision.   Communicate clearly and concisely, both orally and in writing.  Establish and maintain cooperative working relationships with those contacted in the course of work.  EXPERIENCE AND TRAINING GUIDELINES  Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  Experience:  Two years of law enforcement or security experience.  Training:  Equivalent to an Associate of Arts degree with major training in law enforcement, security or a related field.  LICENSE OR CERTIFICATE  Possession of a current P.O.S.T. Basic Certificate (received after completing Field Training as a Police Officer for one year); possession of a valid California Driver's License, and a current and valid First Aid/CPR certificate.  MEDICAL/PSYCHOLOGICAL TESTING AND BACKGROUND CHECK  Must pass a medical and psychological test as required by Government Code Section 1031(F) and required to submit to a thorough background investigation pursuant to Government Code Section 1031 to comply with the standards established by the Commission for P.O.S.T.  Additional Information:  $34.16/hr  Up to 25 hours per week  Schedule TBD  This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.      Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting ( approx.. $70) , I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis.   Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."      The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines ( i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.       Inclusion, Diversity, and Equity:        The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.      Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.      Disability Accommodations :    If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .      NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District . NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.      Worksite:  NBU employees are limited to working in a single position in one department/site      Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.      160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.      Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/2 3 through 02/14/2 3 will be paid on March 10th.      California Sick leave  : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.      Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.      Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.       Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.      Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.      Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting:  It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).      Campus Crime and Safety Awareness  : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.      Drug-Free Environment:    The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.      Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.     SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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            Position Description   Final Filing Deadline: Monday, April 22, 2024    Exam #: P24/80C22/04JD    "PROMOTIONAL ONLY"    Library Assistant III   Monthly Salary Range: $3,904 - $5,330     Department Summary    Monterey County Free Libraries (MCFL) is a public library system whose mission is to bring ideas, inspiration, information, and enjoyment to the community. Monterey County Free Libraries operates seventeen branch libraries, three bookmobiles, a library-by-mail program, deposit collections in local schools, and several special programs, including a literacy program which operates a literacy outreach vehicle focused on family literacy and kindergarten readiness. Free library services are provided to all residents of Monterey County. Additional or enhanced services are provided through funding from the Foundation for the Monterey County Free Libraries. These enhanced services include adult literacy tutoring, after school homework assistance, enhanced library book and material purchasing, technology services for public use and public access to internet, and youth services program support for library staff training and for direct public service.     Position Summary   This is the advanced journey level class in the Library Assistant series. Employees in this class perform a full range of duties, possess technical or functional expertise, and perform specialized duties in a highly independent manner. Incumbents in this class exercise direct supervision over subordinate paraprofessional and library support staff.  We currently have a vacancy in the Castroville Branch.   This is a Promotional Only recruitment open only to current regular Monterey County employees and former employees whose names currently appear on a Recall List.   Examples of Duties   Significant Duties:   Supervises, trains, assigns and schedules tasks, oversees workflow, and evaluates the performance of subordinate paraprofessional and/or library support staff in the performance of paraprofessional library work; may supervise library volunteers, youth employment program participants, etc.  Assists the public in selection of library materials using the automated library catalog and other means; assists in the physical location of materials in the branch or in securing the materials through system hold or inter-library loan   Explains library policies and services to the public  Answers patrons' reference question referring difficult questions to other staff or to the system reference unit  May function as branch manager or branch assistant manager  Oversees and performs the sorting and shelving of materials and maintaining of proper order; assists in weeding the branch collection  May oversee and perform copy cataloging or simple original cataloging of library materials, under direction of a librarian  Conducts training for other staff on the operation of the automated library system and other computer products and systems  May supervise the placing and places interlibrary loan requests and oversees the response or responds to those requests placed by other libraries  Keeps library records and prepares simple reports and lists  May supervise the materials holds and overdue materials notification process  Oversees preparation of materials for mailing or shipping  May operate library bookmobile or driver other library vehicles   To view the complete job description visit the Monterey County website: Library Assistant III    THE SUCCESSFUL CANDIDATE   Will have a proven track record demonstrating the following knowledge, skills, and abilities:    Thorough Knowledge of:   Public libraries including general purpose, routines, procedures, and services   Working Knowledge:   Books and other library materials including basic reference sources  Library technology and computer applications for libraries   Some Knowledge of:   General principles and practices of library science  Standard supervisory theory and practice  Quality customer service and the facilitation of that service    Skill and ability to:   Select, train, schedule, supervise and evaluate the work of subordinate library paraprofessional and library support staff, and library volunteers and other non-funded library workers   Carryout policies and operating procedures within County Library guidelines, and interpret those policies and procedures for other staff and volunteers, and for members of the public  Establish and maintain effective working relationships with other employees and promote and deliver quality public library service to customers   Operate a personal computer with standard software, such as Word, Excel, PowerPoint and to learn specialized library software systems such as Polaris   Communicate effectively both orally and in writing  Desirable Qualification  Ability to speak, read, and write Spanish/English desired.    Examples of Experience/Education/Training  Any combination of training, education and/or experience which provides the knowledge, skills and abilities and required conditions of employment listed above is qualifying. An example of a way these requirements might be acquired is:    Experience:  Approximately two years’ experience performing duties equivalent to those of a Library Assistant II for the County Library   Or   Education:  Completion of courses required for a Bachelor’s degree with emphasis in library science, liberal arts, or related field or completion of courses required for an Associate’s degree with emphasis in library science, liberal arts or related field and completion of post-degree, college-level courses in library science.  Additional Information   CONDITIONS OF EMPLOYMENT     Possess and maintain a valid California Class C driver’s license or the ability to provide suitable transportation that is approved by the appointing authority.  Be available to work a flexible schedule, including evenings, weekends, holidays, and during times of disaster and/or emergency.  Successfully complete a background check including fingerprinting.   BENEFITS  The County of Monterey offers an excellent benefits package. Please visit our website to view the Unit F Benefit Summary Sheet . This information is not legally binding, nor does it serve as a contract. The benefits listed in the Monterey County Personnel Policies and Practices Resolution or Memorandum of Understanding (MOU) prevail over this listing.   NOTES  As a condition of employment, prospective employees may be required to submit to a background review which may include a review of information concerning present and/or prior employment, driving record, and record of any criminal convictions. Employment is contingent upon acceptable documentation verifying identity and authorization for employment in the U.S.; a list of acceptable documents is available on the USCIS Form I-9. If you are hired into this classification in a temporary position, your rate of pay will be hourly, and you will not be eligible for the benefits listed in the summary.  Application and Selection Procedures Apply On-Line at   https://www.governmentjobs.com/careers/montereycounty    by Monday, April 22, 2024, 11:59 PM(PST) or  Hard copy applications may be obtained from and submitted during normal business hours  Monday - Friday, 8:00 AM - 5:00 PM by contacting:  Jennifer Datan, Human Resources Analyst  Attn: Human Resources  168 W. Alisal Street, 3rd Floor  Salinas, CA 93901  Phone: (831) 759-6990   The selection process is tentative, and applicants will be notified if changes are made. To assess applicants' possession of required qualifications, the examination process may include an oral examination, pre-examination exercises, performance examination, and/or written examination. The competitive examination process includes submittal of required application materials. A complete application package will include:    A completed County of Monterey Employment Application  Responses to the Supplemental Questions    Applicants who fail to provide all required materials by the final filing deadline will not be considered. Resumes, cover letters, letters of interest, and other correspondence will not be accepted as a substitute for required application materials. All required application materials will be competitively evaluated. Those applicants that are determined to be the most appropriately qualified will be invited to participate further in the selection process.   EQUAL OPPORTUNITY AND REASONABLE ACCOMMODATION  Monterey County is a drug-free workplace and an equal opportunity employer. The County seeks candidates who can make contributions in an environment of cultural and ethnic diversity. Monterey County is committed to providing access, equal opportunity, and reasonable accommodation for individuals with disabilities in employment, its services, programs, and activities. To request reasonable accommodation, contact Jennifer Datan, Human Resources Analyst, at (831) 759-6990 or datanj@co.monterey.ca.us .  http://www.co.monterey.ca.us/government/departments-a-h/human-resources/human-resources/benefits/benefit-summary-sheet
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        Position Description   Final Filing Deadline: Monday, April 22, 2024    Exam #: P24/80C22/04JD    "PROMOTIONAL ONLY"    Library Assistant III   Monthly Salary Range: $3,904 - $5,330     Department Summary    Monterey County Free Libraries (MCFL) is a public library system whose mission is to bring ideas, inspiration, information, and enjoyment to the community. Monterey County Free Libraries operates seventeen branch libraries, three bookmobiles, a library-by-mail program, deposit collections in local schools, and several special programs, including a literacy program which operates a literacy outreach vehicle focused on family literacy and kindergarten readiness. Free library services are provided to all residents of Monterey County. Additional or enhanced services are provided through funding from the Foundation for the Monterey County Free Libraries. These enhanced services include adult literacy tutoring, after school homework assistance, enhanced library book and material purchasing, technology services for public use and public access to internet, and youth services program support for library staff training and for direct public service.     Position Summary   This is the advanced journey level class in the Library Assistant series. Employees in this class perform a full range of duties, possess technical or functional expertise, and perform specialized duties in a highly independent manner. Incumbents in this class exercise direct supervision over subordinate paraprofessional and library support staff.  We currently have a vacancy in the Castroville Branch.   This is a Promotional Only recruitment open only to current regular Monterey County employees and former employees whose names currently appear on a Recall List.   Examples of Duties   Significant Duties:   Supervises, trains, assigns and schedules tasks, oversees workflow, and evaluates the performance of subordinate paraprofessional and/or library support staff in the performance of paraprofessional library work; may supervise library volunteers, youth employment program participants, etc.  Assists the public in selection of library materials using the automated library catalog and other means; assists in the physical location of materials in the branch or in securing the materials through system hold or inter-library loan   Explains library policies and services to the public  Answers patrons' reference question referring difficult questions to other staff or to the system reference unit  May function as branch manager or branch assistant manager  Oversees and performs the sorting and shelving of materials and maintaining of proper order; assists in weeding the branch collection  May oversee and perform copy cataloging or simple original cataloging of library materials, under direction of a librarian  Conducts training for other staff on the operation of the automated library system and other computer products and systems  May supervise the placing and places interlibrary loan requests and oversees the response or responds to those requests placed by other libraries  Keeps library records and prepares simple reports and lists  May supervise the materials holds and overdue materials notification process  Oversees preparation of materials for mailing or shipping  May operate library bookmobile or driver other library vehicles   To view the complete job description visit the Monterey County website: Library Assistant III    THE SUCCESSFUL CANDIDATE   Will have a proven track record demonstrating the following knowledge, skills, and abilities:    Thorough Knowledge of:   Public libraries including general purpose, routines, procedures, and services   Working Knowledge:   Books and other library materials including basic reference sources  Library technology and computer applications for libraries   Some Knowledge of:   General principles and practices of library science  Standard supervisory theory and practice  Quality customer service and the facilitation of that service    Skill and ability to:   Select, train, schedule, supervise and evaluate the work of subordinate library paraprofessional and library support staff, and library volunteers and other non-funded library workers   Carryout policies and operating procedures within County Library guidelines, and interpret those policies and procedures for other staff and volunteers, and for members of the public  Establish and maintain effective working relationships with other employees and promote and deliver quality public library service to customers   Operate a personal computer with standard software, such as Word, Excel, PowerPoint and to learn specialized library software systems such as Polaris   Communicate effectively both orally and in writing  Desirable Qualification  Ability to speak, read, and write Spanish/English desired.    Examples of Experience/Education/Training  Any combination of training, education and/or experience which provides the knowledge, skills and abilities and required conditions of employment listed above is qualifying. An example of a way these requirements might be acquired is:    Experience:  Approximately two years’ experience performing duties equivalent to those of a Library Assistant II for the County Library   Or   Education:  Completion of courses required for a Bachelor’s degree with emphasis in library science, liberal arts, or related field or completion of courses required for an Associate’s degree with emphasis in library science, liberal arts or related field and completion of post-degree, college-level courses in library science.  Additional Information   CONDITIONS OF EMPLOYMENT     Possess and maintain a valid California Class C driver’s license or the ability to provide suitable transportation that is approved by the appointing authority.  Be available to work a flexible schedule, including evenings, weekends, holidays, and during times of disaster and/or emergency.  Successfully complete a background check including fingerprinting.   BENEFITS  The County of Monterey offers an excellent benefits package. Please visit our website to view the Unit F Benefit Summary Sheet . This information is not legally binding, nor does it serve as a contract. The benefits listed in the Monterey County Personnel Policies and Practices Resolution or Memorandum of Understanding (MOU) prevail over this listing.   NOTES  As a condition of employment, prospective employees may be required to submit to a background review which may include a review of information concerning present and/or prior employment, driving record, and record of any criminal convictions. Employment is contingent upon acceptable documentation verifying identity and authorization for employment in the U.S.; a list of acceptable documents is available on the USCIS Form I-9. If you are hired into this classification in a temporary position, your rate of pay will be hourly, and you will not be eligible for the benefits listed in the summary.  Application and Selection Procedures Apply On-Line at   https://www.governmentjobs.com/careers/montereycounty    by Monday, April 22, 2024, 11:59 PM(PST) or  Hard copy applications may be obtained from and submitted during normal business hours  Monday - Friday, 8:00 AM - 5:00 PM by contacting:  Jennifer Datan, Human Resources Analyst  Attn: Human Resources  168 W. Alisal Street, 3rd Floor  Salinas, CA 93901  Phone: (831) 759-6990   The selection process is tentative, and applicants will be notified if changes are made. To assess applicants' possession of required qualifications, the examination process may include an oral examination, pre-examination exercises, performance examination, and/or written examination. The competitive examination process includes submittal of required application materials. A complete application package will include:    A completed County of Monterey Employment Application  Responses to the Supplemental Questions    Applicants who fail to provide all required materials by the final filing deadline will not be considered. Resumes, cover letters, letters of interest, and other correspondence will not be accepted as a substitute for required application materials. All required application materials will be competitively evaluated. Those applicants that are determined to be the most appropriately qualified will be invited to participate further in the selection process.   EQUAL OPPORTUNITY AND REASONABLE ACCOMMODATION  Monterey County is a drug-free workplace and an equal opportunity employer. The County seeks candidates who can make contributions in an environment of cultural and ethnic diversity. Monterey County is committed to providing access, equal opportunity, and reasonable accommodation for individuals with disabilities in employment, its services, programs, and activities. To request reasonable accommodation, contact Jennifer Datan, Human Resources Analyst, at (831) 759-6990 or datanj@co.monterey.ca.us .  http://www.co.monterey.ca.us/government/departments-a-h/human-resources/human-resources/benefits/benefit-summary-sheet
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            Title:  Admissions and Records Specialist I (Sub)   Job Category:  NBU   Job Opening Date:  April 08, 2024   Job Closing Date:  June 30, 2024   Locations:  Saddleback College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:   Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job.  SUMMARY DESCRIPTION  Under supervision from assigned supervisory or management staff, performs a variety of routine technical and clerical duties in support of the Admissions and Records functions including in the areas of student registration and admissions and records data and information input, retrieval, and maintenance; and responds to questions and requests for information from students, staff, and the general public received by phone, e-mail, or in-person.  DISTINGUISHING CHARACTERISTICS  Classifications within the Admissions and Records Specialist series are distinguished from each other by the diversity and complexity of assigned duties and level of responsibility. Positions assigned to the Admissions and Records Specialist I level perform the more routine/less complex duties that are of a more limited scope than those assigned to positions at higher levels within the series including assisting students in filing various forms.  REPRESENTATIVE DUTIES  The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.  Respond to telephone, email, and personal inquiries regarding registration, application, residency, high school permits, telephone and internet registration and applications, transcripts, and course schedules; disperse forms and answer general information questions; refer complex questions to higher-level admissions and records staff.  Receive application forms; review for accuracy; input into computer terminal; assign identification number; schedule appointments.  Accept transcripts, verification forms, reclass of residency forms, and related forms; receive special petition forms including general petitions, illegal repeat forms, readmission after dismissal forms, applications for certificates or Associate degree, and other forms; process special request for registration; accept and process student data changes.  Make matriculation appointments and refer questions regarding the matriculation process and testing results to the Matriculation Office.  Assist students in filling out transcript request forms, add/drop cards, petitions, grade requests, and other Admissions and Records forms; input information into computer terminal.  Collect fees; input/post charges, cash/check/bankcard transactions/payments, and other information to student accounts; issue receipts; close out and balance registers; prepare monies for bank deposit by reconciling funds and closing accounting pages.  Process on-line registration, drops, and adds; respond to inquiries made through the web pages.  Monitor enrollment of courses; notify students of filled, canceled, or changed classes.  Receive grades and grade changes from instructors.  Process, scan, and input student documents into the document imaging management system; prioritize the scanning of documents; separate documents by type and prepare documents for scanning; scan, index, and post documents and information including applications, residency documentation, incoming transcripts, high school permits, evaluations, petitions, test scores, and other documents; review scanned materials for accuracy and clarity; file or dispose of documents when posted; troubleshoot basic system problems as necessary.  Retrieve, open, sort, and distribute mail for the department; respond to inquiries related  Order, stock, and maintain office supplies including needed forms; file and stock class schedules, applications, data change forms, add and drop forms, and related forms; maintain counter inventory sheets.  May assist in the training of new specialists in various procedures including counter, scanning, and related procedures and processes.  Utilize various computer applications and software packages; maintain and generate reports from a database or network system.  Operate office equipment including computer equipment, typewriter, calculator, copier, and facsimile machine.  Perform related duties as required.  QUALIFICATIONS  The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.  Knowledge of:  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.  Principles, practices, and procedures of record keeping.  Basic principles and practices used to establish and maintain files and information retrieval systems.  Basic principles and techniques used in public relations including methods and techniques of proper counter, receptionist, and telephone etiquette.  Basic mathematical concepts.  Basic accounting procedures.  Work organization principles and practices.  English usage, grammar, spelling, punctuation, and vocabulary.  Ability to:  Learn and understand the organization and operation of the assigned program area as necessary to assume assigned responsibilities.  Learn, understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances.  Learn the methods and standards used in processing College paperwork.  Perform a variety of office support and clerical duties and activities of a general and specialized nature for an assigned office.  Respond to requests and inquiries from students, staff, or the general public; effectively present information in person or on the telephone to students, staff, or the public.  Balance accounting ledgers and prepare monies for deposit.  Use sound judgment in recognizing scope of authority.  Type or enter data at a speed necessary for successful job performance.  Compile and organize data and information.  Maintain filing and record-keeping systems.  Exercise good judgment in maintaining information, records, and reports.  Plan and organize work to meet schedules and changing deadlines.  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.  Adapt to changing technologies and learn functionality of new equipment and systems.  Work under steady pressure with frequent interruptions and a high degree of public contact by phone or in person.  Relate effectively with people of varied academic, cultural, and socio-economic backgrounds using tact, diplomacy, and courtesy.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.  EDUCATION AND EXPERIENCE GUIDELINES  Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:  Education/Training:  Equivalent to the completion of the twelfth grade supplemented by specialized office-related training or course work.  Experience:  Two years of general clerical experience including one year of customer service experience involving the operation of a computer.  PHYSICAL DEMANDS AND WORKING ENVIRONMENT  The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.  Environment: Work is performed primarily in a standard office setting. Duties are typically performed at a desk or computer terminal; subject to noise from office equipment operation; frequent interruptions and contact in person and on the telephone with students, academic and classified staff, and others. At least minimal environmental controls are in place to assure health and comfort.  Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information. Vision: See in the normal visual range with or without correction. Hearing: Hear in the normal audio range with or without correction.  Additional Information:  $24.86/hr  Up to 25 hours per week  Schedule TBD  On-site only  This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.  Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting (approx.. $70), I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis. Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines (i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.   Inclusion, Diversity, and Equity:    The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.   Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   Disability Accommodations:  If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .   NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District. NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.   Worksite: NBU employees are limited to working in a single position in one department/site   Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.   160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.   Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/23 through 02/14/23 will be paid on March 10th.   California Sick leave : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.   Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.   Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.     Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.   Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.   Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting: It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).   Campus Crime and Safety Awareness : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.   Drug-Free Environment:   The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.   Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.  SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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        Title:  Admissions and Records Specialist I (Sub)   Job Category:  NBU   Job Opening Date:  April 08, 2024   Job Closing Date:  June 30, 2024   Locations:  Saddleback College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:   Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job.  SUMMARY DESCRIPTION  Under supervision from assigned supervisory or management staff, performs a variety of routine technical and clerical duties in support of the Admissions and Records functions including in the areas of student registration and admissions and records data and information input, retrieval, and maintenance; and responds to questions and requests for information from students, staff, and the general public received by phone, e-mail, or in-person.  DISTINGUISHING CHARACTERISTICS  Classifications within the Admissions and Records Specialist series are distinguished from each other by the diversity and complexity of assigned duties and level of responsibility. Positions assigned to the Admissions and Records Specialist I level perform the more routine/less complex duties that are of a more limited scope than those assigned to positions at higher levels within the series including assisting students in filing various forms.  REPRESENTATIVE DUTIES  The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.  Respond to telephone, email, and personal inquiries regarding registration, application, residency, high school permits, telephone and internet registration and applications, transcripts, and course schedules; disperse forms and answer general information questions; refer complex questions to higher-level admissions and records staff.  Receive application forms; review for accuracy; input into computer terminal; assign identification number; schedule appointments.  Accept transcripts, verification forms, reclass of residency forms, and related forms; receive special petition forms including general petitions, illegal repeat forms, readmission after dismissal forms, applications for certificates or Associate degree, and other forms; process special request for registration; accept and process student data changes.  Make matriculation appointments and refer questions regarding the matriculation process and testing results to the Matriculation Office.  Assist students in filling out transcript request forms, add/drop cards, petitions, grade requests, and other Admissions and Records forms; input information into computer terminal.  Collect fees; input/post charges, cash/check/bankcard transactions/payments, and other information to student accounts; issue receipts; close out and balance registers; prepare monies for bank deposit by reconciling funds and closing accounting pages.  Process on-line registration, drops, and adds; respond to inquiries made through the web pages.  Monitor enrollment of courses; notify students of filled, canceled, or changed classes.  Receive grades and grade changes from instructors.  Process, scan, and input student documents into the document imaging management system; prioritize the scanning of documents; separate documents by type and prepare documents for scanning; scan, index, and post documents and information including applications, residency documentation, incoming transcripts, high school permits, evaluations, petitions, test scores, and other documents; review scanned materials for accuracy and clarity; file or dispose of documents when posted; troubleshoot basic system problems as necessary.  Retrieve, open, sort, and distribute mail for the department; respond to inquiries related  Order, stock, and maintain office supplies including needed forms; file and stock class schedules, applications, data change forms, add and drop forms, and related forms; maintain counter inventory sheets.  May assist in the training of new specialists in various procedures including counter, scanning, and related procedures and processes.  Utilize various computer applications and software packages; maintain and generate reports from a database or network system.  Operate office equipment including computer equipment, typewriter, calculator, copier, and facsimile machine.  Perform related duties as required.  QUALIFICATIONS  The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.  Knowledge of:  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.  Principles, practices, and procedures of record keeping.  Basic principles and practices used to establish and maintain files and information retrieval systems.  Basic principles and techniques used in public relations including methods and techniques of proper counter, receptionist, and telephone etiquette.  Basic mathematical concepts.  Basic accounting procedures.  Work organization principles and practices.  English usage, grammar, spelling, punctuation, and vocabulary.  Ability to:  Learn and understand the organization and operation of the assigned program area as necessary to assume assigned responsibilities.  Learn, understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances.  Learn the methods and standards used in processing College paperwork.  Perform a variety of office support and clerical duties and activities of a general and specialized nature for an assigned office.  Respond to requests and inquiries from students, staff, or the general public; effectively present information in person or on the telephone to students, staff, or the public.  Balance accounting ledgers and prepare monies for deposit.  Use sound judgment in recognizing scope of authority.  Type or enter data at a speed necessary for successful job performance.  Compile and organize data and information.  Maintain filing and record-keeping systems.  Exercise good judgment in maintaining information, records, and reports.  Plan and organize work to meet schedules and changing deadlines.  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.  Adapt to changing technologies and learn functionality of new equipment and systems.  Work under steady pressure with frequent interruptions and a high degree of public contact by phone or in person.  Relate effectively with people of varied academic, cultural, and socio-economic backgrounds using tact, diplomacy, and courtesy.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.  EDUCATION AND EXPERIENCE GUIDELINES  Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:  Education/Training:  Equivalent to the completion of the twelfth grade supplemented by specialized office-related training or course work.  Experience:  Two years of general clerical experience including one year of customer service experience involving the operation of a computer.  PHYSICAL DEMANDS AND WORKING ENVIRONMENT  The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.  Environment: Work is performed primarily in a standard office setting. Duties are typically performed at a desk or computer terminal; subject to noise from office equipment operation; frequent interruptions and contact in person and on the telephone with students, academic and classified staff, and others. At least minimal environmental controls are in place to assure health and comfort.  Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information. Vision: See in the normal visual range with or without correction. Hearing: Hear in the normal audio range with or without correction.  Additional Information:  $24.86/hr  Up to 25 hours per week  Schedule TBD  On-site only  This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.  Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting (approx.. $70), I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis. Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines (i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.   Inclusion, Diversity, and Equity:    The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.   Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   Disability Accommodations:  If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .   NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District. NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.   Worksite: NBU employees are limited to working in a single position in one department/site   Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.   160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.   Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/23 through 02/14/23 will be paid on March 10th.   California Sick leave : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.   Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.   Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.     Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.   Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.   Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting: It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).   Campus Crime and Safety Awareness : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.   Drug-Free Environment:   The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.   Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.  SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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