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William S. Hart Union High School District          Position Description 
Position:  Program Specialist  

Job Family:  Secretarial/Clerical FLSA:  Non-exempt 

Approved by:  Personnel Commission, Salary Range:  170   

  

Distinguishing Career Features 
 

The Program Specialist performs specialized administrative and general clerical functions in 

support of a school site or administrative office program. 

 

Essential Duties and Responsibilities 
 

 Performs specialized administrative and general clerical duties in support of the day-to-

day operations of a specific school site or administrative office program; types a variety 

of materials including correspondence, requisitions and reposts; composes own 

correspondence and marketing materials. 

 

 Assists in the development and preparation of proposed, pending or existing programs. 

 

 Prepares proposals for state and federal program funding. 

 

 Organizes meetings and promotes participation in school site or administrative office 

program activities; represents school site administrator or administrative office manager 

in meetings with parents, teachers, or other District personnel. 

 

 Gathers and enters data and maintains documentation associated with program functions; 

compiles and produces detailed reports and statistical data regarding program operations; 

assists in the evaluation of program effectiveness. 

 

 Communicates regularly with school or site administrators; screens telephone calls; 

obtains and distributes information to interested parties concerning program functions. 

 

 Organizes, coordinates and supports activities linked to instructional or program goals 

and objectives. 

 

 Contacts and coordinates speakers for special presentations; hosts special events. 

 

 Orders supplies; maintains inventory and distributes materials; maintains budget records 

relating to program expenditures. 

 

 Coordinates production of printed materials and supports other public relations tasks 

associated with program; designs forms; reviews and summarizes literature related to 

program. 

 

 Operates a personal computer and peripheral equipment, using modern software for word 

processing and data collection; operates a variety of modern office machines and 

equipment including a typewriter, calculator, FAX and copier. 

 

 Performs other related duties as assigned or requested. 
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Qualifications 
 

 Knowledge and Skills and Abilities 

 General knowledge of District programs and services. 

 Knowledge of correct English usage, spelling, grammar. 

 Ability to understand and provide general explanations of program goals and 

objectives. 

 Ability to establish and maintain cooperative working relationships with a wide 

variety of community organizations and referral sources and handle conflicts in a fair, 

just and open manner. 

 Ability to effectively organize and provide logistical support for meetings. 

 Ability to respond with tact and diplomacy in stressful or confrontational situations. 

 Ability to communicate well both orally and in writing. 

 Ability to make personal contact and work effectively with parents from a variety of 

social, ethnic and economic backgrounds. 

 Ability to organize own work, set priorities and meet deadlines. 

 Ability to track, monitor and prepare reports as needed by program requirements. 

 Ability to prepare and maintain a variety of accurate and complete records and filing 

systems. 

 Ability to perform clerical duties including word processing, duplicating, distributing 

mail, ordering and maintaining inventory of supplies; answering telephones; 

composing memoranda and letters; operate standard office equipment including 

computer, typewriter, copy and duplicating machines and audio-visual recorders. 

 Ability to understand and follow oral and written instructions. 

 Ability to establish and maintain effective working relationships with persons 

contacted in the performance of required duties. 

 Ability to read, write and speak a designated second language as required for some 

positions.  

 

 Physical Abilities 

 Function indoors in an office environment engaged in work of primarily a sedentary 

nature.   

 Ambulatory ability to sit for extended periods of time, to utilize microcomputers and 

peripheral equipment, accomplish other desktop work, and to move to customer 

service counters and various campus/site locations.   

 Near vision to read printed materials.   

 Auditory ability to carry on conversations in person and over the phone.   

 Retrieve work materials from overhead, waist, and ground level files.   

 The employee may be required to lift, carry, push or pull up to 25 pounds. 

 

 Education and Experience 

 High School diploma or equivalent. 

 Experience and/or education of the same kind, level and amount as required in the 

minimum qualifications may be substituted on a year-for-year basis. 

 Supplemental coursework in general office practices.  

 One year of experience performing general clerical and administrative work. 

 

 Licenses and Certificates 

Possession of a valid class “C” California Driver’s license and ability to meet insurability 

requirements for person’s operating District vehicles. 

 

 Working Conditions 

Work is performed in an office environment.   

 


