
 

 

 

 
Salinas City Hall, Human Resources Office, 200 Lincoln Ave. Salinas, CA 93901 (831) 758-7254, www.cityofsalinas.org 

Apply online at www.calopps.org   Fax (831) 758-7941, TDD Users May Call the California Relay Service at 1(800) 735-2929 

 

CITY OF SALINAS 
 Employment Opportunity 

(Temporary/Part-Time) 
 

HOMEWORK CENTER ASSISTANT 
 RECRUITMENT #19055942 

 

 Open Until Filled, Apply Immediately 
                                       

      SALARY: $12.47 - $13.09 - $13.75 - $14.44 -$15.16 Hourly

  

                            APPLY ONLINE AT: www.calopps.org/salinas/job-19055942  
 
  

NOTE: Current openings at Cesar Chavez Library, Sherwood, Roosevelt and Los Padres Elementary Schools; could 

include other sites in the future while performing outreach/recruitment services. Typical schedule may include after-

school and early evenings or based on the needs of the assigned location. 

 

SPECIAL INSTRUCTIONS: All interested applicants must provide a copy of high school/general equivalency diploma 

and if applicable, college transcripts at the time of application as a single PDF attachment or submit to Human Resources. 

Applications will be considered incomplete without the required documents. 

 
DEFINITION: To perform a variety of clerical, coordinating and tutoring duties related to the operation of Library 
Homework Centers under the supervision of designated Librarian and/or Senior Librarian. To recruit and register students 
and tutors, to train and place tutors and to tutor as necessary. 
 
ESSENTIAL JOB FUNCTIONS OF THE POSITION  Duties may include, but are not limited to the following: 
Compiling and maintaining files; filing; keeping daily attendance; record keeping; data collection; drafting of fliers and 
other forms; organizing learning materials and software; organizing, drafting lesson plans for tutors; tutoring; recruiting 
students and tutors; training tutors; establishing contacts with local schools; performing outreach tasks and promoting the 
Homework Center’s services.   Perform related duties as assigned.   
 

QUALIFICATIONS:   Knowledge of:  Basic clerical and computer skills, including word processing and basic software 

applications; filing; familiarity with learning materials and effective tutoring and training techniques.  Ability to:  Prepare 

reports; draft a basic lesson plan; communicate and interact effectively with staff, parents, teachers, tutors and students; 

follow oral and written instructions; be punctual.  Establish and maintain effective relationships with others.   Effectively 

organize workload. 

 

PHYSICAL AND MENTAL CHARACTERISTICS:  Physical, mental and emotional stamina to perform the duties 

and responsibilities of the position. Communication skills in person and using the telephone; speaking ability in an 

understandable voice with sufficient volume to be heard in a normal conversational distance as well as to address 

individuals and groups; hearing sufficient to conduct in person and telephone conversations; physical strength to 

push/pull, squat, twist, turn, bend, stoop, climb and reach overhead; lift and carry up to 25 pounds; portable tables, and 

other facility equipment; may infrequently lift up to 40 pounds; physical stamina to stand, walk and/or sit  for long periods 

of time; mental acuity to collect, interpret, and organize data, reason, define problems, problem solve and make 

appropriate/sound judgments and decisions.  

 

WORKING CONDITIONS: Working conditions may vary from day to day but primarily occur in a classroom type 

setting. Standing, walking, bending, turning, stooping, sitting and reaching overhead. Occasionally drive own vehicle 

while performing outreach and recruitment activities. 

 

License:  Possession of a valid California driver’s license. 
 
Education and Experience:  An example of the education and experience which most likely demonstrates the skills, 

knowledge and abilities required to perform the duties would be any combination equivalent to graduation from high 

school/GED and a minimum of one year at a Community College and some experience tutoring. Bilingual skills 

(English and Spanish) preferred. All applicants must provide a copy of high school/general equivalency diploma and if 

applicable, college transcripts at the time of application as a single PDF attachment or submit to Human Resources. 

 
PLEASE NOTE: Part-time temporary employees do not receive City benefits.  Applicants under eighteen (18) 

years of age must obtain a valid work permit prior to hire. 
 

 

 SELECTION PROCESS: Applicants’ qualifications will be evaluated on the basis of the information provided on the employment application.  

The exam process will consist of an application appraisal.  Candidates presenting the most desirable experience may be invited to participate in a 

departmental interview.  The City reserves the right to use alternate testing procedures if deemed necessary.  9/17/18 pp 

 

 

 

EQUAL OPPORTUNITY EMPLOYER 

The City of Salinas does not discriminate based on race, color, national origin, ancestry, sex, religion, sexual orientation, age, disability, marital 

status, political affiliation, or any other non-merit factor.  The City of Salinas makes reasonable accommodation for qualified individuals with a 

disability.  Individuals requiring any accommodation in order to participate in the testing process must inform the Human Resources Director in 

writing no later than the final filing date stated in this job announcement.  Requests for accommodation should include an explanation of the type and 

extent of accommodations needed to participate in the selection process and/or to perform the duties of the job for which they have applied. EEO 

Utilization Report is available for candidate review upon request. 
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