Office Assistant I

JOB SUMMARY:

Performs a variety of clerical duties of a routine and recurring nature, including typing, filing, simple posting, and preparation of standard forms. Assignments typically involve maintenance of office clerical details, as directed, for  groups performing  regular city functions.

SCOPE OF RESPONSIBILITY:

Individuals assigned to this position will normally perform the routine and repetitive clerical duties independently and according to well-known procedures and practices, but will perform more-complex assignments under close and frequent supervision. Requires basic knowledge of modern clerical practices.

ESSENTIAL FUNCTIONS:

1. 
From handwritten drafts or verbal instructions, types or otherwise prepares a variety of letters, memos, forms, and reports.

2.
Under close direction, compiles data from varied sources and makes summary reports as required. May involve routine mathematical calculations and tabulations in accordance with established methods. 

3. 
Maintains files; searches files and records for readily identifiable information, as directed.

4.
Maintains follow-up system on reports requiring action on a periodic basis. 

5. 
Uses office machines such as typewriter, adding machine, cash  register, mailroom equipment, photocopier, and other standard office equipment.

6.
Performs as a receptionist for the division. Greets visitors and applicants, provides information within scope of knowledge or refers to appropriate individuals.

7. 
Sorts and distributes mail, replenishes office supplies, and files. 

8.
Responds to telephone inquiries from the public and other city departments when information requested is specifically provided and known, such as from published records, specific deliveries and procedures, and calendar of events.

ADDITIONAL RESPONSIBILITIES:

1.
As assigned, completes regularly recurring reports, standard form letters, and memos; maintains recurring accumulative records.

2.
May be assigned to a specific function of a regular and recurring nature, such as processing mail and/or performing messenger duties.

QUALIFICATIONS:

1.  
Requires knowledge of the field of assignment sufficient to perform thoroughly and accurately the full scope of responsibility as illustrated by example in the above job description.

2.
Requires basic knowledge of English composition, use of typewriter at approximately 45 wpm minimum, ability to work with numbers accurately, ability to understand verbal instructions, typically acquired in four years of high school with general business curriculum.

3. 
Depending on area of assignment, may require valid driver's license. The statements contained herein reflect general details as necessary to describe the principal functions of this job, the level of knowledge and skill typically required, and the scope of responsibility, but should not be considered an all-inclusive listing of work requirements. Individuals may perform other duties as assigned, including work in other functional areas to cover absences or relief, to equalize peak work periods, or otherwise to balance the workload.

