July 1, 1998  						       CONTRA COSTA WATER DISTRICT 





OFFICE SERVICES CLERK 





DEFINITION


 


To perform reception activities which includes greeting customers, District visitors and the public; operates a master telephone console and provides support for the District’s communication services; performs a variety of mail processing, bill processing, and copying duties in support of District activities; assists in the retrieval and storage of District records; and performs a variety of routine clerical duties including scheduling facilities, word processing and maintaining records.





DISTINGUISHING CHARACTERISTICS 





This class is distinguished by the variety and extent of customer and public contact involved, and by the knowledge required of the District organization, functions, activities and telephone system.  It is also distinguished from other clerical classes in that the duties relate primarily to reception, mail processing, bill processing, and copying activities, including the use of non-standard office equipment.





SUPERVISION RECEIVED AND EXERCISED





Receives general supervision from management staff and direct supervision from professional staff.





EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:





Greets customers, visitors and the public.





Schedules and maintains master calendars for District Administrative Center facilities; schedules use of District’s pool vehicles; collects data and prepares standard reports for facilities and vehicle use.





Operates a multiple-line telephone console; maintains District’s telephone directory; assists with communication services by providing replacement pagers and maintaining records related to the telephone system.





Drives a motor vehicle to and from post office and storage facilities to pick up and deliver mail or storage related materials.  Lifts and stacks boxes or trays of inserts, envelopes, supplies, storage materials, and similar items.





Sorts mail for delivery within District central office on a specified schedule; prepares outgoing mail.





Operates copy reproduction equipment to meet District duplicating needs; operates and maintains equipment to prepare water bills for mailing and apply postage to outgoing mail.





Maintains basic logs and standard records of work performed; may enter and retrieve data from a computer; prepares reports and other written material as required; processes and inventories District materials for storage retention and retrieval as requested; assists with accessing District records; assists other department with word processing duties as required. 





Exercises independent judgment in determining job priorities.  May assist in orienting new employees to specific procedures of the work.





Performs related duties as assigned.





MINIMUM QUALIFICTIONS:





Knowledge of:





Business telephone techniques; business arithmetic;
