9006

OFFI CE ASSI STANT 2

Nat ure of Work: Under general supervision, perfornms full-
performance |level work in multiple-step clerical tasks calling
for interpretation and application of office procedures, rules
and regul ations. Perforns related work as required.

Di stinguishing Characteristics: Performs tasks requiring
interpretation and adaptation of office procedures as the
predom nant portion of the job. Tasks may include posting
information to | ogs or |edgers, and checking for conpl eteness,
typing a variety of docunents, and cal cul ating benefits. May use
a standard set of commands, screens, or nenus to enter, access
and update or nani pul ate data.

At this level, the predom nant tasks require the under-
standi ng of the broader scope of the work function, and requires
an ability to apply job know edge or a specific skill to a
variety of related tasks requiring nmultiple steps or decisions.
Day-to-day tasks are routine, but initiative and established
procedures are used to sol ve unusual problens. The steps of each
task allow the enpl oyee to operate with a latitude of
i ndependence. Work is reviewed by the supervisor in process,
random y or upon conpletion. Contacts are usually informtiona
and i ntergovernnent al

Exanpl es of Work
Posts information such as payroll, materials used or
equi pnent rental to a log or |edger; may be required to
check for conpl eteness; perforns basic arithnetic
cal cul ations (addition, subtraction, division or
multiplication); corrects errors if the answer is readily
avai l abl e or easily detern ned.
ntai ns, processes, sorts and files docunents nunerically,
al phabetically, or according to other predeterm ned
classification criteria; reviews files for data and
collects information or statistics such as materials used
or attendance information.
Answer s tel ephone, screens calls, takes nessages and
conpl aints; gives general information to callers when
possi bl e, and specific information whenever possible.
Recei ves, sorts and distributes incomng and outgoing mail.
Operates of fice equi pnent such as addi ng machi ne, cal cul ator,
copyi ng machi ne or other machines requiring no speci al
previ ous training.
Types a variety of docunents fromverbal instruction, witten
or voice recorded dictation
Col l ects, receipts, counts and deposits noney.
Cal cul ates benefits, etc., using basic mathematics such as
addi tion, subtraction, nultiplication, division and
per cent ages.
Posts records of transactions, attendance, etc., and wites
reports.
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OFFI CE ASSI STANT 2 ( CONT' D)

Exanpl es of Work (cont'd)

May conpile records and reports for supervisor.

May operate a VDT using a set of standard commands, screens,
menus and help instructions to enter, access and update or
mani pul ate data in the performance of a variety of clerica
duties; may run reports fromthe database.

Know edge, Skills and Abilities
Know edge of office procedures and net hods.
Know edge of business English, spelling and arithnetic.
Ability to operate the common types of office equi pnment
related to the job.
Ability to understand and follow oral and witten

i nstructi ons.

M ni mum Qual i fications
Training: Gaduation froma standard hi gh school or the

equi val ent .

Experience: Two years of full-tinme or equivalent part-tine
pai d experience in routine office work.

Substitution: College hours, rel ated business school, or
vocational training may be substituted through an
established forrmula for the required experience.
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