C ass Code: EI15

Cty of Anaheim C assification:
Cl ass Specification PRI NCl PAL OFFI CE SPECI ALI ST
DEFI NI TI ON:

Under minimal supervision, to have functional responsibility for a nmjor specialized
clerical assignment of department-wide or Gty-wi de significance and to perform conpl ex
speci alized clerical work, some of which involves typing.

EXAMPLES OF DUTIES - Depending upon major functional area of assignnent,
responsibilities and duties may include, but are not linmited to the fol |l owi ng:

Conpl etes responsible clerical assignnents related to a major functional area which has
depart ment and/or city-w de significance.

Conpl etes special project assignnents which may involve coordinating the efforts of
other staff, designing nethods for conpleting projects, developing work schedules,
researching and gathering data, attending meetings and visiting other offices,
devel oping witten goals and procedures, preparing narrative and statistical sunmmaries
and reports and sol ving probl ems encountered in the project.

Conmpl etes work assignnents which nmay involve highly sensitive and confidential
i nformation.

Mai nt ai ns conpl ex schedul es and cal endars.

Represents the departnent in responsible communications related to the specialized
assi gnment of the incunbent.

Conposes a w de range of correspondence requiring use of judgment based upon a thorough
know edge of the functions and procedures of the position.

Drafts contracts, procedures, rules, resolutions and other technical naterials.
Answers questions requiring a thorough understanding of policies and procedures.
Processes accounts receivabl e, accounts payabl e and purchase requisitions.
Types forns, schedules, reports, lists and general correspondence.

Operates a conputer termnal and/or CRT to enter and edit a variety of data.
Qperates a printer to print docunents stored in conputer or word processor.

Proofreads nmaterials for clerical accuracy, spelling, syntax, grammar and clarity, using
judgnent in naking editorial changes.

Conmpiles information for a variety of narrative and statistical reports, |ocating
sources of information, devising fornms to serve data and determining proper format for

finished report.

Conpi |l es agendas, attends neetings, takes notes of business conducted and conposes
m nut es.

May act as clerical support to various boards and/or conm ssions.

Mai ntains records of staff attendance and absences, conpiling and subnitting periodic
reports for payroll purposes.
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Designs office forms, charts and graphs.

Qperates a variety of office equipnment, such as a typewiter, calculator, word
processor, CRT and nicroconputer and specialized office equi pment of the assigned unit.

Devel ops spreadsheets and databases using a variety of conputer software. Mani pul at es
data and prepares various reports and/ or graphics.

Makes work assignments, sets priorities, trains, reviews work and conducts performance
eval uations of assigned clerical personnel.

H res and di sciplines subordinate enpl oyees.

Expl ai ns policies, procedures and objectives of the unit to staff by witten directive
and by oral conmunications.

Participates in the delegated enploynent activities by developing job flyers, doing
mai | i ngs, pre-screening applications, scheduling interviews and/or processing payroll

actions.

Maintains recruitment and enployee files associated with the delegated enploynent
activities.

Perforns other job-related duties as required.

M N MUM REQUI REMENTS:

Experience in: Performing highly conplex clerical work involving extensive record
keeping, interpretation of policies and a high level of independence of action in
perform ng duties.

Know edge of: Modern office equipment and procedures; proper telephone etiquette;
conmputer ternminals and associated software; English usage, spelling, gramrar and
punctuation; basic nmath; advanced record Kkeeping nethods; general principles of
supervi sion and training; pertinent procedures of the assignnent; city accounts payabl e,
accounts recei vabl e and purchasi ng procedures.

Ability to: Qperate a typewiter keyboard with accuracy; operate a conputer terninal
and use associ ated software; read, understand and apply conplex materials; proofread and
detect errors in typing, spelling and punctuation; establish and naintain extensive,
conmplex record Kkeeping systems; plan, schedule and make work assignments for
subordi nates; organize work, set priorities and devel op procedures; conpile data and
prepare narrative and statistical reports; conmpose correspondence; naintain budgetary
expenditure files; understand pertinent procedures and functions quickly and apply them
wi t hout inmmedi ate supervision; remain current on issues, |laws and regul ations affecting
area of assignnent; resolve conplex and technical problens; work under extrene pressure
and with a wide variety of clientele; make independent and sound decisions; nmaintain
confidentiality; establish and maintain effective relationships with those contacted in
t he course of work.

NOTE: Positions in this class are distinguished fromthe Senior Ofice Specialist class
by the conplexity and specialization of work, the high level of responsibility
associated with the work and the independence of action in performng assigned duties.
Positions in this class are assigned responsibility for a mjor functional area of the
depart ment which has Cty-wi de inplications.
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Positions in this class, when vacated, are nornally refilled at the Senior Ofice
Speci al i st level.

Supervi si on Recei ved: Wrrks under technical supervision. Wrk in progress and
conpl eted work is reviewed periodically.

Supervision Exercised: Positions in this class may exercise supervision over other
enpl oyees, naking assignnments, setting priorities, training and reviewing the work of
subor di nat es.

Career Ladder |Infornation: Experience gained in this class nmay serve to neet the
m ni mum requi rements for pronotion to Ofice Supervisor or a related cl ass.

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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