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Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job.

DEFINITION

Under general supervision, provides a variety of moderately difficult receptionist and clerical duties in support of the Department of Human Resources, which may include typing, word processing, record keeping, filing and photocopying; and performs related work as assigned.

CLASS CHARACTERISTICS

This single level position is fully competent to perform a variety of Human Resources related receptionist and clerical support  duties which include confidential and sensitive material and situations.  This position is characterized by the presence of fairly clear guidelines from which to make decisions and the availability of supervision in non-routine circumstances. 

EXAMPLE OF DUTIES - Duties may include, but are not limited to, the following:

1. Greets, screens, and directs visitors and/or phone calls to appropriate person in Human Resources; takes and delivers messages as necessary.

2. Provides routine and factual information; provides answers to standard questions from visitors and/or the public.

3. Makes or cancels appointments; verifies meeting dates; schedules meeting rooms.

4. Explains basic departmental policies and procedures using a variety of standard resources; refers to appropriate division within the Human Resources Department as appropriate.

5. Opens, date stamps, sorts and distributes mail to appropriate Human Resources staff and division while remaining attentive to the privacy of the materials; assists in stuffing envelopes for bulk mailings; provides any necessary processing for outgoing mail; assists with ordering, moving, storing, retrieving and distributing office supplies.

6. Types standard letters, memorandum, spreadsheets, reports and forms either on a typewriter or personal computer from drafts, notes, dictated tapes or brief 

instructions which are frequently confidential;  performs data entry and retrieval using a personal computer following established formats.  

7. Proofreads and checks typed and other materials for accuracy, completeness, compliance with departmental polices, and correct English usage including grammar, punctuation and spelling; and makes corrections as needed.

8. Photocopies and assembles confidential materials and/or packages.

9. May establish and maintain office files.

10.Operates standard office equipment (e.g. copier, personal computer, fax, etc.).

QUALIFICATIONS

Knowledge of:
Principles and practices of dealing with the public in a tactful and effective manner.

Basic office practices and procedures, including filing and the operation of standard office equipment.

Correct English usage, including spelling, grammar, and punctuation.

Business letter writing and the standard format for typed materials.

Various divisions of Human Resources Department and related policies and procedures.

Skill in:

Working with a high level of face-to-face public contact with a diverse population in a confidential setting.

Projecting a courteous, patient, helpful and positive attitude when dealing with visitors and/or the public.

Evaluating questions/inquiries and making appropriate response or referrals.

Operating standard office equipment, including a personal computer and word processor.

Understanding and following oral and written instructions.

Performing basic office support work.

Establishing and maintaining effective working relationships with those contacted in the course of work.

MINIMUM QUALIFICATIIONS

Education:
Possession of a high school diploma, GED or recognized equivalent.

Experience:
Two (2) years of general clerical experience.

Other Requirements:

Must be able to type at a speed of 30 net words per minute.

Must be able to lift and move boxes and other items weighing up to 30 pounds.

WORKING CONDITIONS

Environmental Conditions:

Office environment; exposure to computer screens.

Physical Conditions:

Requires maintaining physical condition necessary for sitting and/or standing for prolonged periods of time.
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