(Sample Job Descriptions)
Architectural Services
Landscape Architect
Education:
Bachelor’s degree required.
Responsibilities include, but are not limited to:
· Analyze sites for climate, soil and environmental impact
· Plan and design land areas around new schools
· Draft site blueprints and specifications
· Design walkways, fountains, and placement of flowers, shrubs and trees
· Collaborate with architects and engineers
· Work with environmental scientists to conserve or restore natural resources
Skills:
· Strong knowledge of plants
· Ability to read and interpret blueprints and specifications
· Good communication skills
· Excellent math skills
· Strong knowledge of design techniques



Arts, Entertainment, and Media
Assistant Costume Designer
Education:
High school diploma required. Associate degree preferred.
Responsibilities include, but are not limited to:
· Assess and perform minor repairs on costumes used in stage shows
· Clean costumes, as needed
· Organize costumes before shows
· Prepare costumes for storage between shows
· Assist costumers with fittings, alterations, and inventory
· Maintain stock of supplies for costumers
Skills:
· Strong communication skills
· Ability to perform basic sewing repairs
· Strong attention to detail
· Good organization and flexibility
· Ability to work quickly, even during performances
· Willingness to work weekends and evenings

Production Assistant
Education:
High school diploma required. 
Responsibilities include, but are not limited to:
· Assist production of television shows
· Pick up and deliver tapes, scripts and other materials, as needed
· Perform research, as needed
· Assist producers, directors, and talent, as needed
· Log tapes and other materials, as needed
· Assist in basic equipment maintenance
Skills:
· Excellent communication skills
· Knowledge of computers, including word processing, spreadsheet and database software
· Ability to work independently, and as part of a team 
· Ability to multi-task
· Strong attention to detail
· Possession of driver’s license and automobile
· Ability to meet deadlines



Healthcare Services
Customer Service Representative
Education:
High school diploma required. Associate degree preferred.
Responsibilities include, but are not limited to:
· Answer and process all incoming telephone calls
· Review patient account activity to answer telephone inquiries
· Collaborate with peers on questioned accounts 
· Arrange payments with customers, as needed 
· Negotiate discounts with customers, as needed 
· Manage direct patient pay accounts receivable. 
Skills: 
· Strong communication skills 
· Computer knowledge, including word processing, spreadsheet and database software
· Strong attention to detail
· Experience in a health care setting 
· Ability to work independently, and as part of a team 
· Solid problem solving skills 
· Bilingual in English and Spanish is a plus



Publishing and Printing
Journalist - Sportswriter
Education:
Associate or Bachelors degree preferred
Responsibilities include, but are not limited to:
· Investigate and report on local sporting events
· Attend assigned sporting events
· Travel to assigned events in other cities
· Attend practices and press conferences between events
· Interview athletes, coaches and fans where appropriate
· Write stories based on research, observations, and interviews
Skills:
· Excellent writing, research, and interviewing skills
· Ability to meet constant deadlines
· Ability to gather news quickly
· Willingness to work long hours and irregular work schedules
· Wide knowledge of sports and sports teams



Sports and Recreation
Personal Trainer
Education:
High school diploma and certification required. Bachelor’s degree preferred.
Responsibilities include, but are not limited to:
· Instruct clients on proper form and technique
· Work with clients to develop fitness goals
· Design an individualized workout plan for each client
· Coach clients to help them complete workouts correctly
· Help clients develop a healthy diet plan
· Track client progress toward goals
Skills:
· Excellent physical strength, flexibility, and stamina
· Knowledge of human anatomy and kinesiology (study of the motion of the body)
· Excellent communication skills
· Understanding of business and accounting skills
