


Receive, sort, and distribute mail and packages; prepare and distribute informational packets, enrollment
packets, and bulk mailings as directed.

Communicate with personnel and outside agencies to exchange information and resolve issues or
concerns.

Assist in monitoring, ordering, receiving, and maintaining inventory levels of office supplies.

Assist in health office; log injury or illness according to established procedures; administer first aid/CPR
and dispense medication as prescribed by a physician as assigned; provide specialized services including
toileting, changing soiled clothing, during the absence of other trained staff as assigned.

Perform classification-related duties as assigned for ensuring the efficient and effective functioning of the
work unit and the District, including various mandatory District trainings.
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KNOWLEDGE OF:

Modern office practices, procedures, and equipment, including computers, and calculators.
Telephone techniques and etiquette.

Basic record-keeping and filing techniques.

Correct English usage, grammar, spelling, punctuation, and vocabulary.

Operation of a computer and assigned software, (e.g., Google Office Suite, Zangle).

Oral and written communication skills.

Interpersonal skills using tact, patience, and courtesy.

ABILITY TO:

Perform a variety of general clerical duties in support of an assigned office or program.

Perform clerical dues such as filing, duplicating, and computer work.

Keyboard or input data at an acceptable rate of speed.

Answer telephones and greet the public courteously.

File alphabetically, numerically, chronologically, and categorically.

Operate office equipment such as computers and related software, copiers, calculators, and other office
equipment.

Learn, apply, and explain a variety of rules, regulations, and department and District policies.

Understand and follow oral and written instructions.

Be trained in basic and emergency first aid and CPR and follow physician directions regarding
medication.

Complete work with many interruptions.

Receive, sort, and distribute mail.

Communicate effectively both orally and in writing.

Establish and maintain effective and cooperative working relationships with others.
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Any combination equivalent to graduation from high school or equivalent and one year of general office
clerical experience involving public contact in a large organization, school district preferred.
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Possession of a current certificate in cardiopulmonary resuscitation (CPR), issued by the American Red
Cross or American Heart Association, and a certified Multimedia First Aid Card is required. Maintain
up-to-date certificates in first aid and CPR.
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