9-29-89 PRI NG PAL CLERK UTI LI TY, 1202

Summary of Duti es: Pl ans, organi zes and directs the work of a |arge
group of enpl oyees engaged in a wide variety of clerical work, or a
small er group engaged in difficult and conplex clerical work in the
Departnment of Water and Power; applies sound supervisory principles
and techniques in building and nmai ntai ning an effective workforce;
fulfills affirmati ve action responsibilities, and perforns rel ated
wor k.

D sti ngui shing Feat ures: This class is distinguished fromclerical
cl asses of conparable levels in other departnents in that the work
requi res a know edge of the operations, policies and procedures of the
Departnent of Water and Power. A Principal Aerk Wility is
responsi bl e for planning, coordinating directing, assigning and
scheduling all the clerical work of a small division or for a section,
subsection, field office or inportant function in a large division.

| ncunbents in the class of Principal derk, as bona fide supervisors,
are responsi ble for the performance of the full range of supervisory
activities including: application of discipline, processing and

resol ution of grievances, evaluation of perfornmance and approval of
tinme off requests. A Principal AQerk Wility is also responsible for
the efficiency and effectiveness of the work of a specific unit. An
enpl oyee of this class nust use considerable judgnment in interpreting
and appl ying regul ati ons, policies, and nmenoranda of under standi ng,
recomrendi ng policy changes to managenent, organi zing and i npl ementi ng
new or revised work procedures, participating in office autonation and
records managenent needs planni ng and anal ysis, and resol ving
personnel and clerical problens. This work is distinguished fromthat
of a Senior derk in that it involves second | evel supervisory
responsibilities, the performance of clerical work of greater

conpl exity, and a broader know edge of the regul ati ons, policies and
functions of the Departnment of Water and Power.

Exanpl es of Duties: Supervi ses a group of enpl oyees perform ng
special reports, statistical and cost records, cost estimates, work
orders, personnel docunents, time and payroll records, transportation
and construction equi pnent records, correspondence, operating, and

ot her records; supervises staff in the inventory of tools and
materials, receiving and processing of service conplaints and trouble
calls, and automated records managenent programactivities; personally
perforns the nore




difficult assignments; assures conpliance with existing price and tine
contracts for materials and servi ces;

D rects enpl oyees engaged in the preparation of work orders and
requi sitions, maintenance of stock |edgers, pricing and codi ng of
materi al docunents, and checking and certifying invoices, bills and
vouchers; perforns or directs enpl oyees engaged i n subprof essi ona
accounting activities such as cost accounting and reporting,

resear ching and anal yzi ng costs, preparing expense statenents, cash
recei pts, remttance reports, state and federal disaster clains,
itemzed cost statenents of damages to Departnent facilities and
accounts payabl e and receivabl e, and reconciliation of trust fund
expendi t ures.

Determnes clerical work methods and standards, establishes work
priorities, and reviews and eval uates conpl eted work for accuracy and
correctness; counsels enpl oyees regardi ng work performance; conducts
training; initiates recoomendati ons for disciplinary action;
interviews applicants for clerical positions and conducts prelimnary
interviews of applicants for other positions; admnisters the clerical
bi d system

Interprets and explains admnistrative and personnel rules and
policies, including: Gvil Service Rules, Departnmental VWrking Rul es,
Gty Charter provisions, DW Board Resol uti ons and MJU provi sions;
prepares and updates clerical procedures, policies and nmanual s;
communi cates equal enpl oynent/affirmative action information to

enpl oyees; applies job-related criteria in selecting, orienting,

assi gning, training counseling, evaluating and descriplining

subordi nates, assists enployees in preparing for pronotion as
described in the Gty's Affirmative Action Program

May supervise and participate in the clerical work of a field office,
coordinating field clerical work with that of the central office;
nmakes busi ness arrangenents for utility sales; determnes applicable
utility rates; may have responsibility for | eases and rental s of
Departnent | ands and buildings in those districts controlling
property; and may be assigned to other duties for training purposes or
to meet technol ogi cal changes or energenci es.

Qualifications: A good know edge of sound supervisory principles and
practices relating to planning, coordinating, reviewng, scheduling,
del egating, controlling and assigning work; a good know edge of

techni ques of training, instructing and eval uati on of subordi nate work
performance; a good know edge of techni ques for counseling,

di sci plining and notivati ng subordi nate personnel; a good know edge of
procedures for grievance handling; a good know edge of correct form
and English usage for business correspondence and reports; a good
knowl edge of punctuation and grammati cal usage; a good know edge of

of fice practices, procedures, nachi nes, autonmated equi pnent and
suppl i es; a good know edge of DWP ti nmekeepi ng and payrol | procedures
and forns; agood know edge of basic accounting practices accounting




practices related to the Responsibility Cost Accounting System (RCAS);
a good know edge of the working rules, policies, organization and
functions of the Departnment of Water and Power; a good know edge of
Departnment of Water and Power data entry and inquiry nethods for

aut omat ed systens throughout the departnent; a good know edge of
supervisory responsibility for EEQ AA as set forth in the Qty's
Affirmati ve Action Program a good know edge of effective safety
princi ple and practices; a working know edge of mnenoranda of
understandi ng as they apply to subordinate personnel, including
Department of Water and Power clerical unit bidding procedures; a
wor ki ng knowl edge of the |aws and regul ations related to equal

enpl oynent opportunity and affirmati ve action; a working know edge of
Gty personnel rules, policies and procedures; a general know edge of
t he standard procedures and practices of the Departnent of Water and
Power in budget preparation and control, personnel admnistration,
records managenent, purchasing, nmaterial control and storekeeping;

The ability to comunicate orally and in witing in a clear, |ogical,
effecti ve and persuasive manner; the ability to devel op and i nprove

of fice procedures; the ability to conpose letters, keep records and
prepare reports; the ability to deal tactfully and effectively with
enpl oyees and the public; the ability to maintain a work environnent

t o enhance bot h enpl oyee noral e and productivity; the ability to apply
sound supervisory principles and techniques; the ability to fulfil
supervisory affirmative action responsibilities as indicated with the
Aty's Affirmative Actin Program and the ability to interpret and
apply | aws, ordinances, regul ations, and policies.

Two years of full-time paid, experience as a Senior erk or in a
class at least at that |evel which provides experience in office
clerical work is required for Principal Aerk Wility.

License: Awvalid CGalifornia driver's license and a good dri ving
record may be required.

Physi cal Requi renents: Strength to performaverage lifting of |ess
than 5 pounds and occasionally over 15 pounds; good speaki ng and
hearing ability; and good eyesight.

Persons with nedical limtations nmay, w th reasonabl e accommodati on,
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
[ight of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's limtations.

As provided in Gvil Service Commssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
the duties and responsibilities of any position
shal | Dbe.



