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» Communicate clearly and concisely, both orally and in writing, using appropriate
English grammar and syntax.

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

» Prepare a variety of financial data and supporting reports.

» Maintain accurate and current financial records.

> Assist in the preparation clear and concise financial transaction documents.

» Make thorough and accurate arithmetic, financial, and statistical computations.

> Enter and retrieve data from a computer with sufficient speed and accuracy to
perform assigned work.

> Establish and maintain a variety of filing, record-keeping, and tracking systems.

» Understand and follow oral and written instructions.

> Organize own work, set priorities, and meet critical time deadlines.

» Understand, interpret, and apply all pertinent laws, codes, regulations, policies
and procedures, and standards relevant to work performed.

> Effectively use computer systems, software applications relevant to work

performed, and modern business equipment to perform a variety of work tasks.

> Communicate clearly and concisely, both orally and in writing, using appropriate
English grammar and syntax.

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

Education and Experience:

Equivalent to completion of the twelfth (12th) grade, supplemented by college level
coursework in human resources management, business or public administration, or a
related field; and, two (2) years of specialized human resources program technical
support experience in a public agency setting. In addition, specialized bookkeeping or
accounting training and two (2) years of para-professional accounting experience.

POST-OFFER PHYSICAL EXAMINATION:

A medical doctor must certify that a candidate is physically able to perform the duties of
the position, is free of illegal substances as determined by a drug screen. A medical
doctor and/or laboratory designated by the District shall perform the post-offer physical
examination and drug screen and the District shall pay all costs.

FUNCTIONAL REQUIREMENTS:

- Minimum single eye corrected vision with the ability to demonstrate measurable
depth perception.
Minimum of single ear aided hearing.
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- Speak and write effectively in English.
Regularly” sit for extended periods.

- Regularly” perform repetitive motion associated with computer use and other office
equipment.

- Occasionally” stand for extended periods.

- Occasionally” bend at the knees and waist.
Occasionally” perform repetitive motion associated with computer usage.
Occasionally” sit for extended periods of time.

* Periodically- Activity or condition exists up to 25 percent of the time.
* Occasionally - Activity or condition exists from 25 to 50 percent of the time.

* Regularly - Activity or condition exists from 50 to 75 percent of the time.
* Frequently - Activity or condition exists 75 percent or more of the time.

SPECIAL NOTES, LICENSES, OR REQUIREMENTS:

License:

A valid California driver’s license is required at the time of appointment and must be
maintained throughout employment.

Certificates:
None

Working Conditions:

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

The San Gabriel Valley Mosquito & Vector District reserves the right to modify, delete,
augment, or supplement the duties, qualifications, and requirements stated at its sole and
absolute discretion.
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