
CLASS TITLE:  Program Technician  

Range 8  

 

Basic Function:  

 

Performs varied routine and general clerical duties including categorical programs and MAA 

clerical task.  Assist the MAA coordinator in overseeing and processing the MediCal 

Administrative Activities (MAA) data collection and reporting procedures.  Assists the Chief 

Business Officer by performing complex and confidential administrative assistant duties.  Works 

closely with Assistant Superintendent to complete task necessary for the smooth operation of 

categorical funded programs and data. Works closely with the District and regional MAA 

coordinators and remains current with MAA regulations. Maintains official records and performs 

other job related duties as required.   

 

Representative Duties: (For purposes of the Americans with Disabilities Act all the functions 

listed below are considered essential). 

 

CATEGORICAL RELATED DUTIES: 

 

 Responsible for the secretarial functions of Categorical Programs 

 Type’s correspondence, lists, reports, records, minutes, and purchase orders relating to 

special projects. 

 Maintains multi-funded personnel activity reports in Federal funded programs 

 Computer and machine operation     

 Coordinates Program Improvement documentations 

 Coordinates SES (Supplemental Educations Services)    

 Communicates with outside agencies           

 Maintains Confidentiality        

 Performs related special project office and clerical work as required  

 All other duties as assigned                                                              

  

MAA Related Duties: 

  

 Utilizes modern computer terminals and software to develop  design and produce a 

variety of documents and records by using word processing, database and spreadsheet 

software while maintaining confidentiality 

 Assist the MAA Coordinator with various clerical task 

 For the time period prior to time survey week assist MAA coordinator with various 

clerical and tracking duties 

 After MAA time survey week assist the MAA coordinator with data collection and 

processing 

 Assist MAA coordinator with various Data Entry throughout the school year 

 Assist the MAA coordinator with coordination of information  

 

KNOWLEDGE AND ABILITIES: 



KNOWLEDGE OF: 

 

 Computer hardware and software 

 Operating office equipment 

 Inventory and control 

 Proper phone and receptionist practices 

 Filing and office practices 

 

ABILITY TO: 

 

 Type at 35 words per minute 

 Input data accurately and efficiently 

 Establish and maintain rapport with students, staff and parents 

 Meet critical deadlines 

 

 

EDUCATION AND EXPERIENCE: 

 

 High school diploma or equivalent (AA preferred) 

 Attends necessary trainings 

 

Supervised by the Chief Business Officer and Assistant Superintendent. 

 

The information contained in this job description is for compliance with the American with 

Disabilities Act (A.D.A.) and is not an exhaustive list of the duties performed for this position. 

 

 

 

Board Approved:  June 26, 2014 

 


