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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 

Plans, organizes, supervises, reviews and evaluates mail, reproduction, records storage and retrieval and office supply activities; and performs related duties as assigned.

CLASS CHARACTERISTICS

This single position class plans, organizes, reviews and directs the records, mail and reprographic services staff and is responsible for ensuring office supplies and acquisitions. Training of staff and coordination of varied work activities are significant responsibilities. This class is distinguished from the Administrative Support Officer in that the latter performs complex analyses; makes recommendations for action; and directs specific District-wide services support functions.

EXAMPLES OF DUTIES – Duties may include, but are not limited to, the following:

1. Develops and directs the implementation of goals, objectives, policies and procedures for the division.

2. Prepares requisitions with information for purchasing staff to finalize purchase orders; issues check requests for purchases.

3. Supervises the mail and reprographics services staff, which includes selection, training, evaluation and discipline.

4. Organizes and maintains accurate files and records.

QUALIFICATIONS

Knowledge of:

Basic inventory control and purchasing principles and procedures.

Standard office practices and procedures.

Principles and practices of employee supervision, including selection, training, evaluation and discipline.

Skill in:

Planning, organizing, assigning, directing, reviewing and evaluating the work of assigned staff.

Organizing and maintaining accurate records and files.

Preparing clear, concise and complete reports and other written correspondence.

Performing accurate mathematical calculations.

Making sound independent judgments within established guidelines.

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

MINIMUM QUALIFICATIONS

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

Experience:

Three (3) years of (full-time equivalent) experience supervising printing and production scheduling in a commercial printing and/or warehouse environment which must include experience in establishing a computerized inventory control and tracking system.

Other Requirements:

Must possess a valid California driver’s license and have a satisfactory driving record.

WORKING CONDITIONS

Environmental Conditions:

Office environment; exposure to computer screens, air conditioning/heating systems and artificial lighting.

Physical Conditions:

Requires maintaining physical condition necessary for walking, standing or sitting for prolonged periods of time.

G:\CompClas\WPFiles\ClasSpec\Group_C\CA155-03 Sr Office Serv. Supr

