C ass Code: E21

Cty of Anaheim Classification
Cl assification OFFI CE SUPERVI SOR
DEFI NI TI ON:

Under direction, to serve as a working supervisor over a clerical unit of
depart ment - wi de significance and to perform conpl ex, specialized record keepi ng and
report preparation work.

EXAMPLES OF ESSENTI AL JOB FUNCTI ONS:  Dependi ng upon area of assignment
responsibilities and duties nay include, but are not linted to the follow ng

Pl ans and organi zes the work assignnents, office procedures and work flow of office
clerical staff performng varied non-routine work.

Revi ews work conpleted by clerical staff to insure that departnental standards are
fol | oned.

Consults with nmanagenment of the unit to insure that departnmental objectives and
deadlines are net, that work flowis efficient, that office equi pment and supplies are
avail abl e to meet production |levels and standards and that clerical staffing is
appropriate to the kind and | evel of work assigned to the clerical unit.

Makes wor k assignnments, sets priority for, trains and reviews the work of a clerica
unit.

Perforns and directs specialized clerical and adnministrative detail work associated with
the assigned work unit.

Est abl i shes standards of perfornmance for each position supervised
Conduct s perfornmance eval uations.

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

Devel ops and i nplements office procedures.

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

Answers questions requiring a thorough understanding of policies and procedures.
Provi des admi ni strative assistance and clerical support to Managenent

Makes travel arrangenents and nai ntai ns Managenent's cal endar of appoi ntnments, using
judgnent in scheduling appointnents and deternmining priorities.

Types forns, schedules, reports, lists and general correspondence

Operates and oversees a word processor and/or CRT to enter and edit a variety of data
usi ng numerous prograns and fornmats and devising formats for specialized purposes.

Operates and oversees a variety of office equipnent, such as a typewiter, word
processor, calculator, CRT, mcroconputer and printer

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

Devel ops and nonitors budget of assigned program area
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Conpiles information for a variety of narrative and statistical reports, |ocating
sources of information, devising forms to serve data and determ ning proper format for
finished reports, using interpretative judgnment as to content.

Prepares reports and routine staff reports from conducted research

Mai ntai ns records of staff attendance and absences, conpiling and submtting periodic
reports for payroll purposes.

Desi gns office forms, charts and graphs.
Perforns other job-related duties as required

M NI MUM REQUI REMENTS!

Experience in: Performhighly conplex clerical work involving extensive record keepi ng
interpretation of policies, a high level of independence of action in performng duties
and some supervi sory experience

Know edge of: Mddern office equi pnent and procedures; English usage, spelling, gramar
and punctuation; basic math; work scheduling, form design and devel opi ng office
procedures; nodern of fice equi pnent; advanced record keepi ng net hods; principles of
supervi sion and training

Ability to: Qperate a variety of office equipnent such as a typewiter, calculator
word processor, CRT, microconputer and printer; read, understand and apply conpl ex
materials; proofread and detect errors in typing, spelling and punctuation; establish
and nai ntain extensive, conplex record keeping systens; plan, schedule, make work
assignments, set priorities for, and train, evaluate, select and discipline

subordi nates; organi ze work, set priorities and devel op and i npl enent policies and
procedures; conmmunicate clearly and concisely, both orally and in witing; effectively
noni tor the program budget; conpile data and prepare narrative and statistical reports;
conpose correspondence; establish and maintain effective relationships with those
contacted in the course of work.

Physi cal Requirenents: None

Li cense and/or Certification Required: None

NOTE: Positions in this class are distinguished fromthe Senior Ofice Specialist class
by the I evel of supervisory responsibility, size of staff and by the conplexity and
speci al i zation of work, the high Ievel of responsibility associated with the work and
the limted supervision received

Supervi si on Received: Wrks under technical supervision. Wrk in progress and
conpleted work is reviewed periodically.

Supervi si on Exercised: Positions in this class exercise supervision over other

enpl oyees, naki ng assignnents, setting priorities, training and revi ewing the work of
subordi nates. Incunbents are responsible for staff selection and eval uation and
recommend di sciplinary action to Managenent.

FLSA Desi gnati on: Executi ve Exenpt
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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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