O ass Code: 535

Cty of Anaheim Classification
Class Specification SENI OR CLERK
DEFI NI TI ON:

Under mininal supervision, to have functional responsibility for a significant aspect of
conplex clerical work for a unit; performs varied and detailed clerical work assignnents
whi ch may involve | ead supervision of a snall clerical staff.

DI STI NGUI SHI NG CHARACTERI STI CS:

Positions in this class are distinguished from the Internediate Cerk class by the
difficulty level of the work assigned, the breadth of work which usually involves a
maj or segnent of the clerical work of the unit and, in sone cases, by supervision of a
smal |l staff of full-time clerical enployees. Positions in this class are distinguished
frompositions in the class of Senior Ofice Specialist by the Ievel of assigned typing
and the degree of keyboard proficiency required for successful perfornmance

EXAMPLES COF ESSENTIAL JOB FUNCTIONS - Depending upon area of assi gnnent ,
responsibilities and duties nay include, but are not linted to the follow ng

Conpletes and types a variety of conmplex forms and correspondence. Conposes
correspondence, requiring use of judgment based upon a thorough understanding of the
functions and procedures of the unit, for review by supervisor

Makes work assignments, sets priority for, trains and reviews the work of, and nay
conduct performance evaluations of, assigned clerical personnel. Notifies inmediate
supervi sor of enpl oyee perfornmance probl ens.

Contacts other Gty staff and persons with whomthe Gty conducts business to request or
transmt information, to advise of requirenents and to resol ve probl ens.

Gathers information for supervisor's wuse in naking decisions regarding policy
procedures, budget, purchases and personnel matters.

Perforns financial record keeping duties such as nmmintaining petty cash fund
calculating fees and charges, preparing bills, naking deposits, collecting nonies and
i ssui ng receipts.

Collects and verifies tinme sheets, enters payroll information wusing appropriate
menoni cs, for Departnent/Di vision, verifies accuracy of input from payroll system edit
reports and nmekes corrections as necessary. Researches and answers payroll questions
for Departnental staff.

Qperates a variety of office equipnent, such as a personal conputer, typewiter,
cal cul ator, CRT and specialized office equi prent of the assigned unit.

Enters and edits a variety of data for specialized reporting purposes on a CRT or
personal conputer utilizing word processing, data base and spreadsheet software.
Prepares a variety of reports and schedul es using software prograns.

Files materials into filing systens, develops filing systens for record storage and
retrieval, codes docunents, purges files and uses discretion in shreddi ng docunents.

Conpiles information for a variety of regularly scheduled and special narrative and
statistical reports, locating sources of information, coding and classifying data,
devising forns to serve data and determining proper format for finished report.

Sets up and nmintains records of the unit concerning budget accounts and inventory;
requisitions office supplies; verifies billing information; researches and resolves
di screpancies; and forwards to the Finance Departnent.
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Sets up, nmamintains and posts data to logs, lists, ledgers, followup files and other

records of the unit. Checks and conpares records and docunents verifying accuracy.

Acts as a receptionist to the public, taking and responding to calls, screening
inquiries, taking nessages and scheduling appointnents and answering questions that
require searching for and abstracting technical data

Screens nmil, arranges in priority order, assenbles background information and
distributes to appropriate personnel. Receives, opens, date stanps and distributes
incoming nail and processes outgoing nail

Mai ntains records of staff attendance and absences, conpiling, submtting and inputting
to CRT periodic data and reports for payroll purposes. I nvestigates and corrects
di screpanci es. Maintains personnel files of unit staff.

Mai nt ai ns cal endars and schedul es of appoi ntnments, neetings, room use, equipnent use and
events.

Proofreads materials for clerical accuracy and spelling

Copies, collates, staples and otherw se binds and distributes a variety of naterials.
Enters purchase orders and nmi ntai ns purchasi ng records.

Makes travel arrangenents.

Perforns other job-related work as required

M NI MUM REQUI REMENTS!

Experi ence in: Perform ng extensive responsible and conplex, record keeping, report
preparation assignments and other clerical work, requiring limted use of typing

Know edge of: Modern office equipnent and procedures; proper telephone etiquette
conputer termnals and associated software; English usage and conposition, spelling
grammar and punctuation; business math; basic principles of supervision and training nay
be required. Sonme positions nmay require know edge of payroll processing

Ability to: Mintain accurate and conplex records and files; read, understand and apply
difficult materials; establish and maintain conplex record keeping systens; operate a
keyboard with accuracy; operate a conputer termnal and use associated software;

mai ntain records of budgetary and purchasing expenditures; perform basic nathematica

cal cul ations; understand pertinent procedures and functions quickly and apply them
without immediate supervision; use sound judgment; pl an, schedul e, make work
assignments, set priorities for and train assigned clerical staff; establish and
mai ntain effective relationships with those contacted in the course of work.

Physi cal Requirenents: Wrk in an office environnent using a keyboard to input data

Li cense and/or Certification Required: None

Supervi si on Recei ved: Works under technical supervision. Wrk in progress and
conpleted work is reviewed periodically.

Supervi sion Exercised: Positions in this class nay exercise | ead supervision over other
enpl oyees, nwking assignnents, setting priorities for, training and review ng the work
of subordi nat es.
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Career Ladder |nfornmation: Experience gained in this class nay serve to neet mninmm
requirenents for pronotion to Senior O fice Specialist, Principal Ofice Specialist,
Ofice Supervisor or a related class.

FLSA Desi gnation: Non- Exenpt

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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