CONTRA COSTA WATER DISTRICT

Senior Clerk

Page 3 of 3


Contra Costa Water District

SENIOR CLERK

NATURE OF WORK: 

Under general supervision provides difficult, complex, or specialized office support to various District offices; performs related work as assigned. 

DISTINGUISHING CHARACTERISTICS: 

This is the specialist or senior-level in the clerical series, with responsibilities including performing complex or specialized office support work requiring the use of independent judgement and the application of detailed and specialized knowledge of procedures related to the departmental assignment. 

EXAMPLES OF DUTIES

1. Performs difficult or complex office support work, which may require the exercise of independent judgment and a knowledge of detailed or specialized activities related to the department to which assigned.

2. Organizes work, sets priorities and follows up to ensure coordination and completion of assigned work.

3. Researches and assembles information from a variety of sources for the completion of forms or the preparation of reports; makes arithmetic calculations.

4. Provides information to the public or to District staff that may require the use of judgment and the interpretation of policies, rules, or procedures.

5. Organizes and maintains various departmental files.

6. Types correspondence, reports, forms, and specialized documents from drafts, notes, dictated tapes, or brief instructions, using a typewriter or word processor.

7. Proofreads and checks typed and other materials for accuracy, completeness, and compliance with departmental policies and regulations.

8. Enters and retrieves data and prepares reports using an on- line computer system.

9. Attends a variety of office administrative details such as ordering supplies, arranging for the repair of equipment, transmitting information, and keeping reference materials up to date.

10. Acts as receptionist and receives and screens visitors and telephone calls and directs the caller to the proper person or personally handles the call.

11. Reviews computer-produced reports for accuracy and makes corrections as required.

12. Operates standard office equipment. 

DESIRABLE QUALIFICATIONS: 

Education: 

Equivalent to completion of the twelfth grade. 

Experience: 

Three years of responsible general clerical or customer service experience which includes significant public contact. 

Knowledge, Skills and Abilities: 

Knowledge of:

Office management practices and procedures, including filing and the operation of standard office equipment. 

Proper form for typed materials. 

Business arithmetic, including percentages and decimals. Correct English usage, including spelling, grammar, and punctuation. 

Basic business data processing principles and the use of word processing or personal computing equipment.

Basic record keeping principles and procedures.

Skill in:

Performing complex or difficult of f ice support work. 

Organizing, prioritizing, and coordinating work activities. 

Reading and interpreting rules, policies, and procedures. 

Organizing, researching, and maintaining office files. 

Dealing tactfully and effectively with those contacted in the course of the work. 

Composing routine correspondence from brief instructions. 

Making arithmetic calculations with speed and accuracy. 

Using initiative and sound independent judgment within established guidelines. 

Operating standard office equipment, including a word processor, personal computer, and centralized telephone equipment.

Typing accurately at a rate of 45 net words per minute from printed copy. 

Ability to:

Learn to read and interpret specific, often complex or technical policies and procedures related to the work assignment. 

Learn to read and interpret maps, plans, construction drawings, and similar technical documents.

OTHER REQUIREMENTS 

Successful completion of a physical examination before employer with the District is required. Work outside of normal working hours may be required. 
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