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| NTERM TTENT OFFI CE ASSI STANT 1
(Same as Ofice Assistant 1, 9005)

Nat ure of Work

Under cl ose supervision, perfornms entry level work in a
variety of routine clerical tasks within prescribed procedures
and guidelines. Perforns related work as required.

Di stingui shing Characteristics

Performs routine clerical tasks as a predom nant portion of
the job. Tasks may include sorting and filing docunents, typing
routine fornms and | abels, sorting and distributing mail. My
enter data using a video display termnal and nmake inquiries into
the system data work is limted to a few sinple applications.

At this level, the predom nant tasks are of a routine nature
with well-structured directives for conpleting the work. Work is
| earned through repetition and requires ability to |learn the
steps in the series of related tasks, which are typically a part
of a broader work function. Wrk is reviewed for conpl eteness
and accuracy or provides an inherent system of checks. Contacts
are typically informational; positionis |limted in authority for
i ndependent acti on.

Exanpl es of Work
Sorts and files docunments nunerically, al phabetically or
according to other predeterm ned classification criteria;
pulls material fromfiles upon request.

Types routine correspondence, fornms, and | abels.

Operates of fice equi pnent such as addi ng machi nes, electri cal
cal cul ating or copying machi ne or other machi nes requiring
no special previous training.

Answer s tel ephone; takes nmessages; routes calls; answers
general information questions.

Recei ves, sorts and distributes incom ng and outgoing nmail and
perfornms nessenger worKk.

I nventories, stocks and distributes office supplies.

Counts, collates, codes, sorts, staples and inserts forns in
envel opes.

Posts information to | og or | edger for record-keeping
pur poses.

Col l ects, receipts, counts and deposits noney.

May record and nmaintain tinme/attendance records for unit or
secti on.

May enter data into a video display termnal; may nake
inquiries into the system may run a mailing |ist.

May m crofil mdocunents for record mai nt enance.

Know edge, Skills and Abilities
Know edge of office procedures and nethods.
Know edge of business English, spelling and arithnetic.
Ability to operate the comon types of office equi pnent
incidental to the job.
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Know edge, Skills and Abilities (cont'd)
Ability to maintain routine clerical records and to prepare
reports fromthese records.
Ability to understand and follow oral and witten
i nstructions.

M ni mum Qual i fications
TRAI NI NG Education equivalent to graduation froma standard
four-year high school
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