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EDUCATION AND EXPERIENCE: 
 
Any combination equivalent to:  associate’s degree in a related field and two years of increasingly responsible 
secretarial or administrative experience including some experience in student assessment activities 
 
LICENSES AND OTHER REQUIREMENTS: 
 
Valid ELL assessment administration certificate 
Valid California driver’s license 
Incumbents are required to speak, read and write in a designated second language 
 
WORKING CONDITIONS: 
 
ENVIRONMENT: 
Office environment 

Constant interruptions 

Driving a vehicle to conduct work 

 
PHYSICAL DEMANDS: 
Dexterity of hands and fingers to operate a computer keyboard  

Sitting or standing for extended periods of time 

Hearing and speaking to exchange information in person and on the telephone 

Bending at the waist, kneeling or crouching to file materials 

Lifting, carrying, pushing or pulling objects typically weighing up to 528p>R(r)10(o)-5(u)9(n)3(d)3(s)] TJ
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