
 

 
 
 
 
 

JOB DESCRIPTION 
Technology Student Assistant  

California College Guidance Initiative– CCGI 
 
Category:        Part-time, Non-exempt (Hourly) 
Supervisor:      Deputy Director of Data Management 
Last Updated: January 2017 
Job Location:  Sacramento 
 
Are you the next super star in Computer Science, Business Administration or Research 
and Analysis?! Then keep reading… 

Join a highly creative, collaborative, and multi-faceted team working together to benefit, 
support, and enhance the California Community Colleges—the largest and most diverse 
system of higher education in the nation. Incorporated in 1998, the Foundation for California 
Community Colleges (Foundation) is the official non-profit serving the California Community 
Colleges’ (CCC) system, Board of Governors, and the statewide Chancellor’s Office.  

The Foundation is the trusted partner of the California Community Colleges— facilitating 
collaboration, accelerating innovation, and increasing system wide resources.  

What is the California College Guidance Initiative? 

The California College Guidance Initiative (CCGI) is a statewide effort to ensure that all 6th 
through 12th grade students in California get the guidance they need to plan, prepare and pay 
for college. 

The initiative combines online and mobile guidance tools with district-wide partnerships to 
ensure that students, counselors, and other supportive adults have access to a consistent 
source of information as well as the tools and data necessary to help a student plan for college 
and career. 

The Initiative includes the following components: 

• Management and ongoing development of CaliforniaColleges.edu. 
o Day to day management of the tools to ensure accuracy and usability. 
o Integration with the Community Colleges and CSU’s as well as other systems 

and institutions relevant to increasing successful preparation for and 
completion of a post-secondary degree.  

• Deep partnerships with K-12 school districts to ensure: 
o Systematic integration and utilization of the website and associated tools 
o Data auditing, cleansing and alignment to ensure accurately informed student 

accounts which serve as the basis for progress monitoring of post-secondary 
eligibility within K12, as well as application to and placement in an increasing 



number of post-secondary systems. 
 

Essential Job Duties and Responsibilities: 

The Technology Student Assistant supports the Data Team with primary responsibility for the 
following: 

• Review district files and perform complete data quality checklist on each 
• Process district files in Powershell and subsequent import into STATA for analysis 
• Fulfill general data requests from Regional staff on an as needed basis 
• Facilitate the upload of district file to test and live environments 
• Support the Data Team in the management of CCGI’s online tools as needed 
• Maintain Salesforce database contacts with the most recent emails from district 

personnel 
• Participate in weekly regional check-in calls for assigned districts 
• Website user documentation (proofreading and editing) 
• Support the Data Team with administrative tasks and special projects as assigned 

Level of Supervision: High – detailed instruction, follow up and support throughout the 
internship will be provided. 

Required Qualifications and Experience: 

• Experience with Salesforce strongly preferred, but not required. 
• Strong PC skills, familiar with Windows environment. 
• Experience with data management system (e.g. Salesforce) and highly proficient 

with Microsoft Office 
• Ideal candidate should enjoy working with and formatting data 
• Willingness and ability to learn new software programs 
• Strong Analytical and problem-solving skills 
• Quick to learn new programs and protocol 
• Excellent communication skills (verbal and written) 
• Strong organizational skills and exceptional attention to detail 
• Ability to manage and prioritize multiple tasks and deadlines 
• Ability to meet project deadlines in a timely manner 
• Drive to learn and master new tools 
• Self-directed with strong problem-solving skills and a can-do attitude 
• A commitment to increasing educational access and equity 
• A customer service orientation 
• A sense of humor 

Education and Experience: 

• Relevant computer science background 
• Must be carrying full-time class load 
• Be at a Sophomore status or higher in rank 

 
Compensation: 



This position will be compensated depending on experience and qualifications. 

Schedule: 

Summer: The position allows for flexible scheduling and hours will vary from 20-30 hours per 
week for an average of 80-120 hours per month. 
School Year: The position allows for flexible scheduling and hours will vary from 10-20 hours 
per week for an average of 50-60 hours per month.  

To Apply: 
For immediate consideration, please submit a letter of interest and resume saved as Microsoft Word 
(.doc/.docx) or Adobe Acrobat PDF (.pdf) documents to jobs@foundationccc.org. Please include in 
the subject line: “CCGI, Data Student”. The application process will be open until the position is filled. 

The Foundation complies with Federal Laws regarding the use of illegal controlled substances. Accordingly, the 
Foundation reserves the right to revoke a contingent offer of employment to applicants who test positive for all drugs 
identified as controlled substances by the Federal Government, regardless of the passage of Proposition 64 in California. 

The Foundation for California Community Colleges provides equal employment opportunities (EEO) to all employees 
and applicants for employment without regard to race, color, religion, sex, sexual orientation, gender identity, gender 
expression, national origin, age, veteran status, disability or genetics. In addition to federal law requirements, The 
Foundation for California Community Colleges complies with applicable state and local laws governing nondiscrimination 
in employment.  
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