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An Associate of Arts degree with major coursework in education, communications, counseling, ethnic studies, 
business management, or an area that would provide program-specific knowledge and skills; three years of 
experience in program administration in an educational setting. Bachelor’s degree desirable.  
 
PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are: 
 
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.  
 
Speech and hearing to communicate effectively in individual and group settings; manual dexterity to operate 
keyboards and manipulate papers; vision to read text, forms, and computer screens; mobility to travel to committee 
meetings and conferences off campus. Work is generally performed indoors in a typical office environment with 
frequent interruptions. 
 


