NORTH COUNTY JOINT UNION SCHOOL DISTRICT
500 SPRING GROVE ROAD
HOLLISTSER, CA 95023

CLASSIFIED POSITION

JOB TITLE: Office Assistant/Copy Clerk

SALARY RANGE: 3

DEFINITION/BASIC FUNCTIONS: To provide a variety of clerical duties and
support services for the District and School offices. To operate District copy machines to
coordinate and provide copy work for staff as needed.

DIRECTLY RESPONSIBLE TO: Principal

EXAMPLES OF DUTIES/ESSENTIAL FUNCTIONS:

1.
2. Assists in filing and maintaining student cumulative files

3.

4. Operates a variety of office machines including copiers, calculator, computer, and
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6.

Provides back up and support to office staff.
Assists in mailings
postage machine, etc.

Coordinates and prioritizes copy work requests from staff
Performs related duties as assigned.

Required Qualifications:
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Entry level knowledge of office practices, procedures and equipment
Entry level knowledge of receptionist and telephone techniques
Ability to perform clerical work of average difficulty

Ability to use word processing

Ability to work cooperatively with others

Ability to organize and set priorities

Ability maintain accurate files and records

Ability to maintain confidentiality

Training, Experience and Educational Requirements:

1.
2.
3.
4.

High school diploma — required

Experience with copy and duplicating machines — preferred

General clerical experience, including frequent contact with the public - desired
Computer literate; word processing skills highly desired



Job Description
Office Assistant/Copy Clerk
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Physical Demands of Positions:
The following essential physical requirements: 1. Seldom
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2. Occasional
3. Often
4. Frequent

Ability to stand, sit, walk, twist, stoop, crouch, climb, kneel, bend over, grasp,
reach overhead, push and pull (4)

Ability to see for the purposes of reading computer screens, hand held computers
or cell phone screen, manuals, labels and other printed matter (3)

Ability to hear and understand speech at normal levels (4)

Ability to communicate so others will be able to clearly understand normal
conversation (4)

Ability to lift 25 pounds (2)

Ability to carry 25 pounds (2)

Ability to operate office equipment (4)

Ability to reach in all directions (4)

Ability to perform fine motor coordination (4)

Work Environment
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Mostly inside but some working around school grounds
School environment

Work under pressure of deadlines and time constraints
Maintain emotional control under stress

Ability to cover other work stations

Ability to deal with interruptions

Ability to deal with both adults and students

Work Hazards

1.

Subject to exposure to communicable or infectious diseases

Daily Service 193 days per year

Board Adopted: July 23, 2015



