California State University, Fresno Foundation

TRAINING SUPPORT ASSISTANT — SOCIAL WELFARE EVALUATION,

RESEARCH, AND TRAINING CENTER (SWERT)
JOB ANNOUNCEMENT #25-766

POSITION
SUMMARY:

Full-time, benefited position with the Social Welfare Evaluation, Research and Training Center
(SWERT) through the California State University, Fresno Foundation. The Training Support Assistant
is a supportive position for the Central California Training Academy (CCTA) and the Adult Protective
Services Training Academy (APS). The Central California Training Academy and the Adult Protective
Services Training Academy are programs of the California State University, Fresno Foundation that
provide classroom training to child welfare and adult services social workers, supervisors, and
managers. There are 12 Central counties serving the child welfare staff and 24 Bay Area counties
serving adult services staff. This position is responsible for providing administrative training support
for CCTA, APS, and other projects and/or initiatives of Social Welfare Evaluation, Research and
Training Center (SWERT).

ESSENTIAL JOB
FUNCTIONS:

Appropriately respond to requests and inquiries from the general public, employees, or other
departments in a timely manner.

Take and prepare meeting minutes for both internal and external meetings as requested.
Prepare training materials including copying, folding, enlarging, scanning, laminating,
binding, etc. materials as needed.

Model superior customer service with the ability to communicate in a friendly and
professional manner with staff, faculty, partners, and community members.

Strong organizational and multitasking skills with the ability to prioritize workflow with
attention to detail.

Ability to work independently with minimal supervision.

Ability to collaborate, develop and follow through on an agreed upon work plan.
Demonstrate professional writing and speaking skills.

Fluency in computer skills, including but not limited to Microsoft office, Adobe Acrobat,
Google Workspace, Box, Dropbox, and email programs, etc.

Knowledge and use of audiovisual equipment, including but not limited to smart classroom
set-up and internet access.

Knowledge and use of web-based video conferencing formats including but not limited to
Zoom, Teams, Team Viewer, etc.

Operate standard office equipment including computer hardware, software, and web-based
applications.

Train others as needed in office operations, policies, procedures, and methods as needed.
Demonstrate and maintain a high degree of initiative, maturity, integrity, accountability, and
good judgment.

Maintain files of account receivables and payables, including the transition of electronic files.
Prepare and track Continuing Educational Units (CEUs) as needed.

Organize, order and/or purchase supplies, materials and catering as needed.
Meeting/training/event planning and coordination support (room set-up, order catering,
etc.).

Opening and closing the office.

Record of good attendance and 100% in office work schedule (telecommuting not available
for this role).

Establish and maintain effective working relationships at all organizational levels, as well as
with other agencies and the public.

Excellent problem-solving skills.

Other duties as assigned.
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POSITION
REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

Associate degree (A.A.) or equivalent from a two (2) year college or university; or six (6)
months to one (1) year related experience and/or training; or equivalent combination of
education and experience

Demonstrated organizational and multi-tasking skills with attention to detail.

Ability to accurately enter data into database.

Ability to communicate in a friendly and professional manner with all Academy and County
staff.

Ability to work independently with minimal supervision.

Ability to collaborate, develop and follow through on an agreed upon work plan in a timely
manner.

Proven ability to work congenially and effectively with staff, faculty, counter partners, and
members of the community.

Ability to adapt quickly to changing priorities.

Demonstrated professional writing and speaking skills.

Fluency in computer skills, including spreadsheets and word-processing.

Ability to edit and synthesize material from other staff.

Experience in maintaining confidentiality as appropriate when dealing with staff training
issues.

Experience with training logistics and delivery.

Intermediate knowledge of audiovisual equipment, smart classrooms, and internet access.
Fluency in cloud-based systems such as Google docs, Box, Dropbox, Smartsheet, Zoom, etc.

$3,120 per month ($37,440 annual). Benefits include medical, dental, vision, life and 401(k), vacation,

COMPENSATION: sick leave, and holiday pay.
DEADLINE: Application review begins December 19, 2025; open until filled.
TO APPLY:

Please visit the Auxiliary Human Resources page at
https://auxiliary.fresnostate.edu/association/hr/employment-opportunities.html for job announcement

and application.

E-mail completed application & resume to: auxiliary-hr@mail.fresnostate.edu

RESUMES WILL NOT BE ACCEPTED WITHOUT A COMPLETED APPLICATION

California State University, Fresno is a smoke free campus. For more information, please click http://fresnostate.edu/adminserv/smokefree/index.html
Employment for this position is by the California State University, Fresno Foundation. This is not a State of California position.

AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY/ADA EMPLOYER
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