3-9-84
MESSENCGER CLERK, 1111

Summary of Duties : Collects, sorts, and delivers nmail, office
docunents, and light supplies and naterials; sorts and shel ves books
and other library materials; acts as an attendant checking library
materials at exits; perforns routine, repetitive clerical tasks,
including the operation of sinple office nmachi nes; does relief
receptioni st work; may be required to lift large, noderately heavy
boxes; and does rel ated wor k.

D stinguishing Features : A Messenger Qerk perforns duties related to
pi cking up and delivering materials. The primary responsibility of an
enpl oyee in this class is that of conpleting the assignment quickly

and properly. In addition, an enployee in this class nornally

perforns sone routine clerical work and operates sinple office

machi nes. Wirk assignnents are in the nature of prescribed schedul es

or specific instructions. The duties perfornmed are ordinarily of such
a nature as to require the exercise of little or no independent

j udgnent .

Exanpl es of Duties : Collects, sorts, and delivers nmail, office
suppl i es, blueprints, packages, and other supplies and naterials;
wraps packages for mailing, weighs them and determ nes correct
post age, stuffs envel opes; runs errands;

Col l ects library books and nagazi nes fromtabl es and pl aces them on
shel ves in proper nunerical order; secures books and magazi nes from
the library shelves as instructed; pastes card pockets, date slips,
and other materials in library books; letters backs of books; fastens
pl asti c covers on books; charges and di scharges books; files book
checks in al phabetical and nunerical order;

May operate nunbering nmachi nes, inserting and nmailing nmachines, letter
openi ng nmachi nes, stapl ers, m neographs, hectographs, and other sinple
office and duplicating nmachines; may maintain sinple files of papers
and docunents; and may occasionally be assigned to other duties for
trai ning purposes or to neet technol ogi cal changes or energencies.

Qualifications : Ceneral know edge of office procedures and practi ces,
together with the ability to do routine clerical work such as filing,
sorting, and record keeping; a general know edge of correct spelling
and proper grammatical usage; the ability to | earn the operation of
common of fi ce machi nes such as hect ograph, m nmeograph, and stanpi ng
and postage netering nmachines; the ability to nmake sinple arithnetical
calculations; the ability to understandand follow witten and ora
instructions; and the ability to deal tactfully and effectively with
the public and ot her enpl oyees.

G aduation fromhigh school is desired. No experience is required,



however, a willingness to do routine clerical work is especially
desi rabl e.

License: Awvalid California driver's license may be required for sone
posi tions.

Physical Requirenents : Strength to performaverage lifting up to 15
pounds and occasional ly over 25 pounds.

Persons with nedical limtations nmay, w th reasonabl e accomodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
light of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the limtations.

As provided in Gvil Service Commssion Rule 2.5 and Secti on
4.55 of the Admnistrative Code, this specification is
descriptive, explanatory and not restrictive. It is not
intended to declare what the duties and responsibilities of any
position shall be.



