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CLASS TITLE:	HORTICULTURE ASSISTANT 


BASIC FUNCTION:
Under the direction of a certificated instructor, assist in the preparation of instructional materials and demonstrations; operate, distribute and demonstrate use of specialized equipment, supplies and materials; tutor students; maintain the instructional lab in an orderly manner and perform a variety of clerical work related to the operation of the lab.

DISTINGUISHING CHARACTERISTICS:
The Instructional Assistant II classification is distinguished from the Instructional Assistant I class in that the Instructional Assistant II class is assigned to positions which require a greater degree of independent judgment and instructional assistance to students.  The complexity of curriculum, equipment used and decision-making is greater for the incumbents assigned to the Instructional Assistant II classification.  The Instructional Assistant II is concerned with developing programmed curricula for learning the operation of a variety of equipment including advanced photographic equipment, microcomputer hardware, printers and software applications.  Incumbents in this class typically work with students while receiving limited direct certificated supervision and operate the laboratory.  Incumbents assigned to the Instructional Assistant I classification exercise less independence and operate less specialized equipment and instruments.

REPRESENTATIVE DUTIES:
1.	Provide instructional assistance and advice to students regarding course assignments and the use and care of equipment; demonstrate or describe the proper operation of equipment, instruments, software, chemicals and supplies used in the classroom and lab.

2.	Assist instructors and students with student projects and with problems related to the class and student's objectives; analyze and identify problems and suggest procedures and techniques for achieving objectives.

3.	Set lab schedule; monitor student attendance.

4.	Assure the security of the lab by locking doors, windows, equipment, supply cabinets and drawers.

5.	Set up and prepare special demonstrations, instruments, chemicals and equipment.

6.	Provide a variety of information regarding course offerings, schedules and procedures to students and prospective students by telephone and in person.

7.	Maintain timekeeping records for lab assistants and submit timecards for payroll processing.

8.	Assist in curriculum implementation, including tutoring students, preparing equipment and materials, pretesting and debugging software applications, dispensing and checking in equipment, materials and supplies and checking in student work.

9.	Assist in the preparation of equipment and supply budgets; assist in ordering supplies; examine literature on new equipment, software, chemicals and supplies for recommendation of purchase; monitor budget as assigned.

10.	Consult with vendors regarding supplies, materials and equipment needs.

11.	Develop and produce instructional materials, exercises, problems and assignments.

12.	Assist in the design and construction of lab facilities and make modifications to existing lab facilities.

13.	Provide information on resources available to students; explain where to obtain various equipment, instruments and supplies when needed; notify students of job opportunities and labor market conditions.

14.	Operate a variety of equipment related to assigned subject area: types of equipment include sprayers, tractors, skip loaders, chain saws, hand tools, laser sign engraver, and so on.

15.	Maintain and perform minor repairs and adjustments to equipment; maintain lab facilities in a safe, clean and organized condition.

16.	Perform general clerical duties related to the maintenance and efficiency of a classrooms and labs; maintain inventory of supplies and materials used in the classroom and lab.

17.	Operate a District vehicle as assigned.

18.	Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:
Basic college-level subject matter of the assigned subject area.
Correct English usage, grammar, spelling, punctuation and vocabulary.
Basic math.
Record-keeping techniques.
Materials, equipment and curriculum of the assigned laboratory.
Appropriate safety precautions and procedures.
Operation, use and care of equipment used in assigned subject area.
Materials used in assigned subject area.
District organization, operations, policies and objectives.
Modern office practices, procedures and equipment.
Oral and written communication skills.
Interpersonal skills using tact, patience and courtesy.

ABILITY TO:
Provide instructional assistance to students.
Develop programmed curricular components and lesson plans for the assigned instructional laboratory.
Properly set up, operate and demonstrate the correct operation and use of tools, materials and equipment used in assigned subject area.
Perform basic college-level work in the assigned academic field.
Make arithmetic calculations quickly and accurately.
Prepare and maintain records and files.
Plan and organize work.
Work independently with little direction.
Observe legal and defensive driving practices.
Understand and follow oral and written directions.
Establish and maintain cooperative and effective working relationships with others.
Operate and perform minor and routine repair and maintenance to equipment used in the assigned learning laboratory.
Work cooperatively with others.
Lift objects weighing up to 50 pounds or more as required by the position.
Meet schedules and timelines.
Train and provide work direction to others.
Communicate effectively both orally and in writing.
Complete work with many interruptions.

EDUCATION AND EXPERIENCE:
Any combination equivalent to an Associate in Arts degree in the assigned subject discipline or related field and one year of closely related work experience.

LICENSES AND OTHER REQUIREMENTS:
Required to possess a valid California driver license.
Required to possess a minimum of a California Private Applicator pesticide license.

WORK DIRECTION, LEAD AND SUPERVISORY RESPONSIBILITIES:
Not applicable. While some positions work occasionally with students and temporary help, this class is not assigned line supervisory responsibility.

CONTACTS:
Students, instructors vendors, lab technicians, public, other departments.

PHYSICAL EFFORT:
Primarily active with intermittent sitting, frequent standing, walking, bending or stooping; frequent lifting, carrying, pulling and/or pushing of objects weighing 50 pounds or more; ability to operate equipment and hand and power tools applicable to assigned areas of responsibility;  ability to apply a variety of pesticides including restricted materials when needed; ability to travel and/or drive to a variety of locations on and off campus as needed to conduct district business; ability to work at computer stations for extended periods of time on an as-needed basis, involving repetitive use of hands, wrists and forearms.

EMOTIONAL EFFORT:
Ability to develop and maintain effective working relationships involving appropriate interactions and communications personally, by phone and in writing with a variety of individuals and/or groups of individuals from diverse backgrounds on a regular, on-going basis; ability to work effectively under pressure on a variety of tasks concurrently while meeting established deadlines and changing priorities.

WORKING CONDITIONS:
Primarily works in outdoors in varying weather conditions, instructional lab or classroom environments; subject to frequent contacts and interruptions by individuals in person or by phone; intermittent exposure to fertilizers and other chemicals; intermittent exposure to angry and/or verbally aggressive individuals; may be required to work during day and/or evening hours on an as-needed basis; may work at any College location.

