4-20-90 CH EF CLERK, 1253

Summary of Duti es: Pl ans, coordi nates, and supervises the work of a
[arge clerical staff engaged in a wide variety of clerical activities
in a departnent or a mgjor unit within a large departnent; applies
sound supervisory principles and techniques in building and

mai ntai ning an effective work force; fulfills affirmative action
responsi bilities; independently perforns clerical work of a difficult
and highly responsi bl e nature; and does rel ated worKk.

D sti ngui shi ng Feat ures: A Chief derk is responsible for preparing
departnental or major divisional clerical policies, procedures, and
practices for interpreting rules, ordinances, policies, and other
regul ati ons governi ng the personnel, regulatory, admnistrative, or
other activities of a departnent or major unit within a | arge
departnent. |Incunbents in the class of Chief Aerk, as bona fide
supervisors, are responsible for the performance of the full range of
supervisory activities including: application of discipline,
processi ng and resol uti on of grievances, eval uation of perfornance,
and approval of tine off requests.

The work of an enpl oyee of this class is assigned in terns of general
obj ectives and reviewed for results attained. Mch of the work

invol ves dealing with highly confidential information and naterials
and errors nay lead to significant financial |oss, |egal consequences,
severe damage to public relations, or inefficient utilization of

per sonnel .

The work of this class is distinguished fromother high |evel clerical
classes by the fact that an incunbent is responsible for establishing
policies and procedures to control the clerical activities of a
departnent and is responsible for the effective processing of the work
of several units, the volune and variety of which necessitates

conti nuous pl anni ng, control, and coordi nation.

Exanpl es of Duti es: Pl an, organi zes, coordi nates, and directs groups
of clerical enployees; directs the typing, data entry, preparation,
processi ng, nai ntenance, indexing, classifying, filing, and

admni stration of various docunents such as reports, correspondence,
enpl oyee folders, payroll records, accounting forns, purchasing forns,
agendas, mnutes, applications, budgetary records, permts, work
orders, personnel docunents, collection of fees, accounts payabl e and
recei vabl e, recording of docunents, Gty records, |egal case

devel opnent, and acci dent records, devel ops standardi zed cleri cal
policies and procedures; designs and mai ntains of fice conputer database
applications; prepares back-up procedures for office conputer systens,
such as word processing and database files; directs a variety of
clerical and related services including providing information on Gty
activities to the public, Gty enployees, private industry, the nedia,
and ot her public agencies; ordering office supplies; producing reports
and queries on conputer based data; researching data and conposi ng
correspondence, reports, and statistical sumraries; review ng Council,




comm ttee, comm ssion and board agendas, newspapers, and ot her
publications for pertinent itens; providing receptionist, clerical,
st enogr aphi ¢, and nessenger servi ces;

Comuni cat es equal enpl oynent/affirmative action information to

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

assi gning, training, counseling, evaluating, and disciplining
subordi nates; assists enployees in preparing for pronotion as
described in the GQty's Affirmative Action Program directs training
and rotational prograns for enpl oyees;

May direct subprofessional accounting activities such as: purchasing,
preparation of expense statenents, payroll admnistration, accounts
payabl e and receivabl e, petty cash funds, cash receipts, remttance
reports, deposit certificates, pricing and coding nmaterials, and
conputing benefits, salaries, rates, and assessnents; may direct
subor di nat es operating conpl ex autonated data systens related to
payrol | and personnel records; nay prepare budget requests; nay act as
custodi an of records; may arrange conferences and neetings invol ving
the preparation of agendas and m nutes; nay confer either bureau,
departnent, CGty, or private and public representatives to discuss
bureau of departnent activities; may arrange and coordinate activities
involving the repair and mai ntenance Gty facilities, equipnent, and
property; and may occasionally be assigned to other duties for

trai ning purposes or to neet technol ogi cal changes or energencies.

Qualifications: A good know edge of office practices, standards, and
systens including filing, indexing, report witing, and cross

ref erenci ng net hods; a good know edge of punctuation, spelling, and
grammati cal usage; a good know edge of the organization and functional
responsi bilities of the various departnments of the Gty; a good

know edge of commonly used of fice machines, including mcrofilm
readers, personal conputers, and conputer termnals, including their
mai nt enance and operati on;

A good know edge of Charter provisions, ordinances, rules,

regul ations, practices, and Gty Attorney opinions as they relate to
the clerical processing and admnistrati on of contracts, purchases,
expendi tures of funds, records nmanagenent, timnmekeeping, budgeting,
payrol | preparation and verification, personnel docunents, accounts
payabl e and recei vable, collection of fees for a variety of
activities; a good know edge of bookkeepi ng and el enentary accounti ng
practices and principles; a good know edge of the standard procedures
used i n budget preparation, budget control, records nai ntenance, and
pur chasi ng;

A good know edge of supervisory principles and practices including;

pl anni ng, del egating, and controlling the work of subordinates; a good
know edge of techniques of training, instructing, and eval uation of
subor di nat e work performance; a good know edge of techni ques of

counsel ing, disciplining, and notivating subordi nate personnel; a good
knowl edge of the procedures for grievance handling; a good know edge



of supervisory responsibility for EEQ AA as set forth in the Gty's
Affirmati ve Action Program a good know edge of effective safety
princi ples and practices; a working know edge of mnenoranda of
understandi ng as they apply to subordinate personnel; a general

know edge of Gty personnel rules, policies, and procedures; a general
know edge of the Gty's conputer based systens and capabilities;

The ability to learn, interpret, and apply | aws, ordi nances poli cies,
regul ations, and procedures; the ability to analyze and institute
inproved office clerical procedures, practices, and work nethods; the
ability to assess data entry and word processing needs; the ability to
devel op and maintain conplex filing systens; the ability to conpose
letters and reports and prepare charts, graphs, and tables; the
ability to obtain informati on which may include researching files,
accessi ng conputer based filing systens, and contacting various
agencies; the ability to direct routine accounting activities such as
audi ting invoices, preparing demands, naintaining |edgers, and

recei ving fees;

The ability to deal tactfully and effectively with enpl oyees,
departnment admni strative personnel, representatives of private firns,
and the public; the ability to establish and maintain a work

envi ronnment to enhance both enpl oyee noral e and productivity; the
ability to apply sound supervisory principles and techni ques in order
to plan, organize, direct, coordinate, and review the work of severa
groups of clerical and other enployees in a departnment or major unit
within a departnent; the ability to fulfill supervisory affirnative
action responsibility as indicated in the GQty's Affirmative Action
Program

Two years of experience as a Principal Aerk or in a class which is at
least at that level in office clerical work is required for Chief
d erk.

License: Awvalid California driver's |license may be required.
Physi cal Requirenents: 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 may, wth 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
[ight of the person's l[imtations the requirenents for 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 declare what the
duties and responsibilities of any position shall be.



