3-3-89 SEN CR CLERK, 1143
SEN CR CLERK TYPI ST, 1368

Sumary of Duties : Perforns difficult clerical work of a responsible
nature requiring frequent exercise of independent judgnment and a good
know edge of the functions of the organizational unit in which the
position is located; may performtyping duties; nmay supervise clerical
enpl oyees; and does rel ated worKk.

D stinguishing Features : Enployees of these classes generally are
responsi ble for a clerical function of an office or for several
clerical functions of a small office, and nay supervise a group of
clerical enpl oyees.

Enpl oyees of these classes may neet with the public or enpl oyees of
ot her departments under circunstances which require a good know edge
of departmental activities, policies, procedures, and sources of
information. FErrors in judgnent nmay result in serious inconvenience
toindividuals dealing wth the departnment. The work of these

enpl oyees is assigned in general terns and reviewed for results
att ai ned.

| ncunbents of these classes may need to use information retai ned on
data bases and nmay be required to performdata entry, retrieval or
inquiry by adding, deleting or changing data in designated fields on a
conput er screen using a conputer keyboard or by entering data on code
sheet s.

Senior Aderk is distinguished fromSenior Aerk Typist in that
positions requiring skill in typing on a typewiter, word processing
equi pnent or personal conputer to produce correspondence, reports, or
other narrative material, usually fromprepared text, are allocated to
the class of Senior derk Typist.

Exanples of Duties : Senior Aerk : Perforns difficult clerical work
of a responsible nature requiring frequent exercise of independent

j udgnent; receives contracts, applications, or other docunents and
checks themfor required formand content; furnishes infornmation at a
public counter or over the tel ephone regarding functions, procedures,
activities and policies of the departnment, the status of projects, and
| egal provisions and requirenents; gathers information froma variety
of sources including video display termnals and conputer printouts;
summarizes and interprets data when required and prepares reports;
establishes filing classifications; nmakes exhaustive file searches for
information not readily available or conplexly cross- referenced;
updates files and organi zes files for record retention storage;
operates of fice nmachi nes and equi pnent; perforns necessary arithnetic
cal culations and verifies accuracy of conputations performnmed by

ot hers; may informenpl oyees, retirees, andbeneficiaries regarding
pension plan benefits; updates various types of database infornation
by entering changes, corrections and additions on a video display
termnal (VDT) or personal conputer or by entering data on code




sheets; supervises, evaluates, trains, and works with a snall group of
clerical enployees engaged i n such work as preparing and nai ntai ni ng
payrol | and personnel records and reports, preparing |abor and
materials cost distributions, and mai ntai ni ng conplex filing systens;
conposes routine correspondence; reads incomng correspondence,
answers inquiries that do not require the attenti on of supervisors,
and refers other comuni cations to the proper person; determnes the
pur pose of visitors calls and nmakes appoi ntnents or directs callers to
ot her enpl oyees or offices; nakes tel ephone calls to arrange for
meetings and to obtain informati on needed by the supervisor; nay

mai ntain inventory of office supplies and supervi ses stockroom
activities; may train staff in the use of video display termnals
(VDT) and personal conputers to input or change data using various
types of personnel, accounting or other type of software program nay
supervi se or work with enpl oyees working in a duplication room engaged
in the operation of a variety of high speed duplicating nachi nes; nay

supervi se or work with enpl oyees who collate, staple, drill, cut, and
distribute duplicated naterial; may supervise or work with enpl oyees
working in a nmailroomreceiving, sorting and forwarding nmail; fulfills

supervi sory affirmative action responsibilities as set forth in the
Aty's Affirmative Action program

Senior derk Typist : In addition to the above, types letters,
reports, menoranda, statistical and financial tabul ations, and ot her
docunments fromplain or corrected copy, rough draft or dictating
nmachi ne records; conposes and types correspondence of a routine nature
on a typewiter, word processing equi pnent or personal conputer by
foll owi ng general instructions as to content or by referring to office
records of previous correspondence; nay supervise the operation of
word processing text editing equi pnment, renote data entry and recal
systemor other devices wth a standard typewiter conputer keyboard,;
and may supervi se and/or train enpl oyees in the above work.

Both A asses : My occasionally be assigned to other duties for
trai ning purposes or to neet technol ogi cal changes or energencies.

Qualifications : Both dasses : A good know edge of nodern office
practices including filing, indexing, and cross-referencing nethods; a
good know edge of correct punctuation, spelling, and gramati cal

usage; a general know edge of el enmentary bookkeepi ng practices; a
general know edge of commonly used of fi ce machi nes and equi pnent,

i ncluding conputer termnals keyboards, and printers, together wth
sonme skill in their operation; a general know edge of the operation of
word processing text editing equi pnent and renote data entry and
recall systens; a good know edge of safety principles and practices; a
wor ki ng know edge of the |aws and regul ations rel ated to equal

enpl oynent opportunity and affirmati ve action; a general know edge of
Gty personnel rules, policies and procedures; a general know edge of
menor anda of understanding as they apply to subordi nate personnel; the
ability to learn rapidly, to apply specific |aws, ordi nances, office
policies, regulations, and procedures and to explain these to other
enpl oyees and the public; the ability to deal tactfully and




effectively with the public and other enpl oyees; the ability to
performconplex clerical work and to nmake arithnetical conputations;
the ability to make difficult file searches; initiative in organizing
wor k and conpl eting assigned tasks; and the ability to plan, assign,
direct and review the work of others.

Senior derk Typist : 1In addition to the above, the ability to type at
a speed and | evel of accuracy within acceptable Gty standards.

One year of full-tine paid office clerical experience is required for
bot h cl asses.

License: Awvalid California driver's |license and a good driving
record may be required.

Physical Requirenents : Both Qasses : Strength to performlifting up
to 5 pounds and occasionally over 15 pounds; good speaki ng and heari ng
ability; and good eyesight.

Persons with nedical limtations may, wth reasonabl e accomrodati 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 [imtations, 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
all of the duties and responsibilities of any
posi tion shall be.



