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DISTINGUISHING FEATURES OF THE CLASS: The work of this class involves the performance
of moderately difficult clerical and office tasks requiring the exercise of independent judgment.
Duties in this class may involve public contact and/or work of a confidential nature. The work is
performed under general supervision and is reviewed by observation, cross checks, periodic or
spot checks or by another step in the clerical process. Supervisors are available for consultation
regarding new or difficult assignments. An employee in this class may supervise the work of others.
This position differs from Office Specialist || by the complexity of the duties performed, the exercise
of independent judgment and the possible presence of supervisory responsibility. The incumbent
performs related work as required.

TYPICAL WORK ACTIVITIES: (lllustrative Only)

Prepares and reviews work assignments of lower level staff;

Reviews accounts, reports and other departmental documents for completeness, accuracy and
conformity with established procedures;

Prepares and processes departmental vouchers, application forms, agendas, records, files and
other materials;

Types, sorts, processes and files correspondence, forms, rosters, payrolls, bills, invoices,
vouchers, records, purchase orders, catalog cards, reports, index cards, memoranda,
clinic reports, and other material;

Operates various office equipment;

Answers telephone, takes messages and furnishes routine information;

Receives, sorts and processes mail;

Orders, inventories and issues supplies;

Prepares file folders containing office documents;

Receives, greets and provides information and assistance to the general public;

May receive and investigate consumer complaints, and assists in finding the best possible
solution for the consumer;

May direct clerical operations of office and supervise clerical staff.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL
CHARACTERISTICS: Good knowledge of business arithmetic and English; good knowledge of
office terminology, procedures and equipment; good knowledge of word processing programs used
to produce letters, reports, documents, etc. on a computer; ability to plan, assign and supervise the
work of others; ability to understand and follow complicated oral and written directions; ability to
type accurately at an acceptable rate of speed; ability to develop effective working relationships
and deal diplomatically with the public; integrity and good judgment.
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MINIMUM QUALIFICATIONS: Either:

(A)

(B)

Possession of Associate’s Degree in secretarial science, office management, office
technologies, word processing, business administration, business management,
communications, or a related field; OR

Graduation from high school or possession of a high school equivalency diploma AND two
(2) years of experience in the performance of office and clerical tasks.

NOTES:

1.

2.

Verifiable part-time experience will be pro-rated toward meeting full-time experience
requirements.

Degree(s) must have been awarded by a college or university accredited by a regional,
national, or specialized agency recognized as an accrediting agency by the U.S.
Department of Education/U.S. Secretary of Education. If the degree was awarded by an
educational institution outside the United States and its territories, the candidate must
provide independent verification of equivalency. A list of acceptable companies who
provide this service can be found on the Internet at
http://www.cs.ny.gov/jobseeker/degrees.cfm. Candidates will be required to pay the
evaluation fee.
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