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Title: Instructional Assistant - Technical Support (Tahoe-Truckee Campus)
1920-48

Job Category: Classified

Campus: Tahoe-Truckee Campus

Opened Date: 02/07/2020

Closing Date: 03/13/2020

Description:

INSTRUCTIONAL ASSISTANT — TECHNICAL SUPPORT 1920-48
TAHOE-TRUCKEE CAMPUS

Sierra College is seeking a full-time Instructional Assistant — Technical Support. Sierra College is a Community
College located near Sacramento, California where a heavy emphasis is placed on academic excellence and
student success. Since its founding in 1936, Sierra College has focused on quality instruction and meeting the
evolving needs of the students and communities that it serves. The Sierra Community College District covers
more than 3,200 square miles and serves the Northern California foothill counties of Placer and Nevada, as
well as parts of El Dorado and Sacramento. We serve over 18,000 students throughout the region in both on-
ground and online courses, including students at our main Rocklin Campus as well as at three centers located
in Grass Valley, Tahoe/Truckee, and Roseville. This opening is for our Tahoe-Truckee Campus.

Sierra College has a strong commitment to the achievement of equity and inclusion among its faculty, staff, and
students and values the rich, diverse backgrounds that make up the campus community. A strong candidate for
this position must demonstrate a profound understanding of and experience with successfully supporting
individuals with varying backgrounds. This includes persons with disabilities, various gender identities and
sexual orientations, as well as individuals from historically underrepresented communities and other groups.
Our District is committed to providing strategies for success and proactive student-centered practices and

policies focused on eliminating equity gaps.
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As an institution, Sierra College is committed to eliminating the equity gap in all student populations with
dynamic, learner-centered practices and policies that fully engage the college community. The ideal candidate
will share the College’s commitment to helping its racially and socioeconomically diverse students succeed in
their degree and career objectives. Currently, Sierra College enrolls 18,300 students per term: 26% of Sierra
College’s students are Latinx, 3% are African-American, 2% are Filipino, 5% are Asian-American, 1% are
Native American, 6% are multiracial and 57% are White. As a Hispanic Serving Institution (HSI), Sierra College
understands that it has a great responsibility to the educational attainment and economic well-being of our

students.

The successful candidate will join a College dedicated to the use of culturally responsive strategies and
methods that meet the varying needs of our students, faculty, staff, and surrounding community. Sierra College
demonstrates its commitment to equity by supporting ongoing professional development for students, faculty,
and staff. These opportunities include trainings and workshops on equity and inclusion, SC4 (Sierra College
Community, Creativity, Culture, and Collaboration Training), active Academic Senate standing committees
concerned with student success and equity, a Presidential Equity Advisory Committee (PEAC), culturally
responsive student engagement centers, support for our undocumented and AB540 students, campus-wide
equity summits, a robust set of programs, events, and conferences related to equity-mindedness and

supporting the success of our diverse students.

Under direction of an assigned manager, the Instructional Assistant—Technical Support provides library
support services as needed; and supervises and provides training to student and/or other temporary workers;
coordinates tutoring services; proctors student tests and exams; performs a variety of technical and
instructional support duties at the Tahoe-Truckee Campus; sets up equipment for instructional labs and
maintains lab equipment, facilities and materials; installs, configures, troubleshoots, and services computer
workstations used in faculty, administrative offices and instructional lab environments. The responsibilities are

approximately 50% instructional assistance in the library and 50% technical support of the Tahoe-Truckee
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Campus. The position and its duties are more broadly supported by the department at large, which is located in

Rocklin.

APPLICATION PROCEDURE

Required Documents

Please include a self-assessment that addresses the responsibilities and qualifications listed on the job
announcement, including:

1. The transferable experience, knowledge, skills and abilities to serve as an Instruction Assistant—Technical

Support (Tahoe-Truckee).

2. Evidence of responsiveness to and understanding of the racial, socioeconomic, academic, and cultural
diversity within the community college student population, including students with different ability statuses (e.g.,
physical and/or learning) as these factors relate to the need for equity-minded practice in Sciences and

Mathematics and in the campus community.

Candidates must submit a Sierra College Online Application available at:

https://sierracollege.hiretouch.com/

DEADLINE: Applications must be received by the Sierra College Human Resources Department no later than
FRIDAY, MARCH 13TH, 2020. LATE OR INCOMPLETE APPLICATIONS WILL NOT BE CONSIDERED.

Cover letters and resumes are not required but may be included if applicant so desires. Please note that letters

of reference may be utilized during the reference checking process, but will not be provided to the hiring

committee.

TRAVEL EXPENSES BORNE BY THE CANDIDATE
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Other terms and conditions of employment are specified in the applicable collective bargaining agreements on
file in the District Human Resources Department. Position description of record on file in the Human

Resources Department.

*Sierra Community College District currently operates campuses in Rocklin, Roseville, Truckee and Grass
Valley. In its management of a multi-campus environment, the District reserves right of assignment including
the right to change assignment locations and shift assignments based on District need. Although this position
may currently reside at the Rocklin campus, the assignment location may be subject to change as needed.
Additionally, the district reserves the right to cancel, revise or re-announce this position as well as any and all

positions at any time.

EEO EMPLOYER
Sierra College is an equal employment opportunity employer committed to nondiscrimination and the

achievement of diversity among its faculty, staff, and students.

SIERRA COLLEGE HUMAN RESOURCES DEPARTMENT
(U BUILDING)
5100 SIERRA COLLEGE BLVD
ROCKLIN, CA 95677
(916) 660-7106 / hr@sierracollege.edu

Persons with questions regarding reasonable accommodation of physical and other disabilities should contact

the Sierra College Human Resources Department at (916) 660-7105.

If you have limitations hearing or speaking, the State of California offers a specially-trained Communications

Assistant (CA) that can relay telephone conversations for all of your calls. Dial 711 to reach the California Relay
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Service (CRS). Dialing 711 is for everyone, not just those who have difficulty hearing on a standard phone. If
you prefer having your calls immediately answered in your mode of communication, dial one of the toll-free

modality and language-specific numbers below. The call will be routed to the CRS provider.

Salary & Benefit Information:

COMPENSATION
Salary & Benefits: $26.78 per hour, 40 hours per week, 12 months per year. Current work hours are subject
to change in accordance with pertinent provisions of the collective bargaining agreement. Family coverage
health, dental and vision insurance, P.E.R.S. retirement system, income protection, life insurance, sick leave,

vacation, and holidays as provided according to District policy.

Duties:

EXAMPLES OF FUNCTIONS AND TASKS

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.

1. Oversees the daily operations of the library/tutoring/testing center to ensure correct student identification
procedures and administration of tests; provides students and instructors with test feedback; reports alleged

cases of scholastic dishonesty.

2. Participates in the preparation and administration of assigned budgets; provides input regarding budget(s)
development; monitors budget expenditures and coordinates purchasing to meet needs within budget(s)

parameters; coordinates budget(s) transfers.
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3. Provides one-on-one training to students and faculty on proper usage of the course management system;

provides group training to students as needed.

4. Maintains testing center to ensure uniform implementation of proper testing policies and procedures;
ensures security of testing materials and maintains confidentiality regarding test proctoring; reviews,

recommends and enforces changes in testing center procedures.
5. Collects data and prepares reports regarding testing center utilization trends and characteristics.

6. Coordinates individual and group test or examination proctoring according to instructor directions;
coordinates various testing procedures including paper and on line testing and distance education

assessments.

7. Develops and coordinates proctoring procedures and appointments between instructors and students from
other educational institutions; arranges for space and equipment at the testing center for proctoring needs on

behalf of outside educational institutions.

8. Provides reasonable accommodation with regard to test and examination proctoring for students with
physical and/or learning disabilities; maintains a testing center environment which allows attention to user

requirements; ensures a quiet testing environment.

9. Provides a variety of clerical and administrative support; maintains up-to-date inventory of assigned
equipment and other assets including licensing agreements; ensures that identification tags, licenses,

warranties, repairs, and upgrades are properly recorded; responds to telephone and other inquiries.

10. Oversees student assistants and other temporary work forces; recruits, interviews, hires, and provides
orientation and training to new student/temporary employees; assigns projects and daily work; evaluates work

performed; monitors student/temporary workers hours worked and budgets.

11. In accordance with District [IT guidelines and policies, participates in network and computer support
operations for the assigned extension site; plans, installs, configures, troubleshoots, maintains, upgrades and
optimizes workstations and peripherals; ensures continuous operation of equipment and software; monitors
and adjusts software and peripheral equipment including specialized software that supports a variety of

technical courses offered by the College.
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12. Connects workstations to network end points and participates in activities to connect with College-wide
networks; configures user preferences on individual workstations including user and email profiles, special
application requirements, printers, and peripheral configurations; sets-up student accounts onto local
workstations; connects end-user telephones, as assigned; monitors computer capacity and performance;
diagnoses and repairs or replaces computers, peripherals, and their components; ensures security of systems;
coordinates disaster recovery backup strategies to minimize systems downtime; documents systems activity
and user problems; requests or arranges for assistance, servicing, and/or repair of departmental computer

equipment with District information technology staff.

13. Utilizes server based applications for system management. Installs and configures all computer and
network related upgrades and enhancements to increase productivity, compatibility, and efficiency; replaces
and/or repairs faulty equipment including servers, computers, printers, and other peripherals; coordinates and
communicates system changes with technical staff and peers; performs installation for additions, moves, and

changes to locations of District staff, lab computers, and related equipment.

14. Responds to computer system emergency situations such as service interruption, system failures, power
outages, and damaged media and hardware; uses a range of troubleshooting techniques to resolve network

hardware and operations problems.

15. Administers computer systems including workstations in assigned areas, laboratory, and\or tutoring areas;
provides initial computer technical assistance to faculty, staff and students; maintains departmental databases;
sets-up, maintains, and demonstrates the operation of a variety of computer interfaces, peripherals, and related

software used for instruction, demonstration simulations and administrative services.

16. Interacts with vendors to coordinate hardware and software issues; serves as technical liaison to external

vendors and specialists obtained by the District to provide support.

17. Provides support to the AAD Department’s computer laboratory; provides assistance to students and other
users having diverse levels of ability and from multiple academic disciplines; assists with setup and operations;
prepares customized instructions for use of application software; inspects laboratory computers for necessary

repairs and maintenance and makes repairs or arrangements for servicing; coordinates with LRC staff to make
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available Macintosh computers in open labs that contain the appropriate design software as well as adequate

memory and configuration.

18. Provides multimedia support and Web page maintenance; develops graphics and video libraries; assists
in producing graphic instructional materials; purchases and maintains all multimedia and computer-related
equipment; sets-up multimedia/audio visual equipment; provides trouble-shooting assistance with
multimedia/audio visual equipment and computer software/hardware; provides specifications, evaluates, and
makes recommendations on current multimedia/audio visual equipment; creates and maintains assigned web
page and assists faculty members with their individual sites; creates and upgrades available classroom

demonstrations on website.

19. Provides technical assistance to library patrons; maintains resources used in research and library
operations; provides technical assistance to patrons in the use of library equipment and computers.

20. In cooperation with the Assistive Technology Specialist in Rocklin, serves as primary contact person within
computer labs regarding situations that relate to assistive technology and alternate media production; responds

to questions; resolves issues as necessary; trains students with disabilities in the use of assistive technology.

21. Performs related duties as required.

Qualifications:

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:
» Basic budgeting and bookkeeping concepts and techniques.

» Basic inventory and purchasing processes and procedures.

+ Basic tutorial and instructional techniques.
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In-depth technical knowledge of personal computers including the relationship and usage of various input
and output components.

Macintosh® operating systems.

Protocols and procedures for setting up new equipment, troubleshooting, and performing routine
maintenance; basic network protocols.

Personal computer based local area networks, network operations, and connectivity between servers.
Principles and procedures of test proctoring at the college level.
General maintenance and upkeep procedures for audiovisual equipment.

Office procedures, methods, and equipment including applicable software applications such as word
processing, desktop publishing, spreadsheets, and database management.

Pertinent federal, state, and local laws, codes, and regulations including applicable sections of the State
Education Code and other legal requirements related to area of assignment.

Interpersonal skills using tact, patience, and courtesy.
Oral and written communication skills.

English usage, spelling, grammar, and punctuation.

Ability to:
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Relate positively to students in a teaching/learning environment and recognize student needs.
Listen actively and effectively, identify and solve problems, and facilitate problem solving.
Plan and organize work to meet changing priorities and deadlines.

Perform general technical and operational duties in support of the assigned department.

Operate office equipment including computers and supporting word processing, database management,
and desktop publishing applications.

Set-up, install, configure, and maintain computer workstations and peripheral equipment.
Diagnose, troubleshoot, and repair equipment, machines, and computer hardware and software.
Provide system and user support, analyze technical problems and recommend optimal solutions.
Adapt to changing technologies and learn functionality of new equipment and systems.

Interpret technical manuals.
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» Proctor and administer tests and examinations according to instructor guidelines.

« Enforce testing center policies and procedures and maintain a secure environment for proctoring
examinations.

« Operate office equipment including computers and supporting word processing, spreadsheet, database
management, network management, desktop publishing, and Internet navigation applications.

+ Train new student and/or other temporary help.
» Work independently and collaboratively.
+ Communicate clearly and concisely, both orally and in writing.

+ Establish and maintain effective working relationships with those contacted in the course of work.

MINIMUM QUALIFICATIONS

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:
Two years of college.
Experience:

Two years of increasingly responsible experience in instructional support or similar experience.

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 indoors in an education center/classroom/laboratory setting.
Physical: Primary functions require sufficient physical ability and mobility to work in an office and/or

classroom/laboratory setting; to stand or sit for prolonged periods of time; to occasionally walk, stoop,
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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; vision sufficient to read computer
screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.

Hire Type: External
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