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OFFICE ASSISTANT

DEFINITION
Performs clerical and typing work and applies established practices to assigned tasks.

TYPICAL DUTIES
Types and prepares reports, form letters, memoranda, arithmetical summaries, and other material.
	Maintains records, files and other information.
Records a variety of data, checks forms and records for completeness and accuracy, and excerpts data from
   	records as needed.
	Answers telephone requests for information and may make contacts to obtain and impart information.
	Searches files for required information, compiles data, and prepares reports.

Orders, receives and distributes office supplies.
May receive, process, store, and issue textbooks in a secondary school and perform related clerical duties.
May orient and train new employees in office procedures.
	May operate a variety of machines, such as copiers, duplicators, calculators, word processors, office computers, or computer terminals.
	Performs related duties as assigned.


DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES
An office assistant performs a variety of clerical and typing duties ranging from beginning level to those requiring the exercise of judgment based on training and experience.

A Senior Office Assistant performs clerical duties evaluated as strong in independence of judgment and action and in complexity.  The duties typically require extensive contacts with other and responsibility for specific functions of an office and may include supervision of a small group of personnel. 

An Intermediate Clerk performs a variety of clerical duties without detailed supervision and exercises initiative and independent judgment in applying established practices to specific cases.

SUPERVISION
General supervision is received from a higher-level employee.  Supervision may be exercised over lower-level clerical employees and student helpers.

CLASS QUALIFICATIONS
Knowledge of:
	Office practices and procedures

Correct spelling, punctuation, and grammar
Operation of various office machines
Appropriate techniques used in giving out information in person and on the telephone

Ability to:
	Type accurately at the minimum rate of 40 words per minute

Maintain files
Make simple arithmetic computations
	Write legibly and keep accurate records
	Work effectively with employees and the public


Education
Graduation from high school or evidence of equivalent educational proficiency at the high school level, preferably supplemented by courses in office practices and procedures, business arithmetic, and business English.

Please contact Ms. Shonna Lovett, School Administrative Assistant at (323) 937-3210 for information.

