INSTRUCTIONS: As part of the selection procedure, the following questions measure
necessary employment standards for the position and must be completed in order to be
considered for the position. Please respond on a new sheet of paper with your name and
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date on your response sheet.

NOTE: An application will be considered incomplete without responses to these

questions.
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. Describe your education and experience that qualifies you to assume the

duties of the TRC Specialist position, include any experience (paid,
volunteer, unpaid) that you have working in a school district.

Describe your experience with coordinating purchases, creating purchase
orders and basic accounting.

What is your experience using computer software to complete
tasks? Explain in detail what types of reports, spreadsheets, or tracking
systems you have created?

Describe a situation where you identified a need and took initiative to
improve a process or service.

A teacher claims to have money on their account and doesn’t want to pay
for the materials used. How would you handle this situation?

How do you prioritize your work when managing multiple projects,
deadlines, or requests simultaneously?



