WESTMINSTER SCHOOL DISTRICT CLASSIFICATION STATEMEN

TITLE: SENIOR CLERK TYPIST

BASIC FUNCTION:

Under the general direction of an assigned supanperforms a variety of responsible and techrikical duties
in support of an assigned supervisor; coordindteeactivities and oversees work flow of suboed@nclerical staff
as assigned.

DISTINGUISHING CHARACTERISTICS:

The Senior Clerk-Typist performs complex clericakids requiring the exercise of independent judgnaerl

knowledge of District policies, procedures, andutagions. Incumbents typically serve as sole cé8upport for an
assigned function or may oversee the work flowubicsdinate office support staff. The Intermediaterk-Typist

performs a variety of typing and clerical dutieguiging basic knowledge of an assigned school etriat function.

Duties are performed independently or under geseagrvision. The Clerk-Typist is the entry-legiassification

and incumbents perform routine and repetitive ty@nd clerical duties under direct supervision.

ESSENTIAL DUTIES:

Performs a variety of technical clerical functiamsupport of an assigned supervisor; coordindfee@ctivities to
reduce administrative detail for the assigned stger.

Performs technical responsibilities related togssil function such as compiling information fromaaiety of
sources and preparing complex reports as requyr@idtrict, County, State, or Federal regulaticcnmunicates
with other agencies or departments to provide taiinta wide variety of information.

Receives and screens phone calls and visitorsige®information and directs inquiries and visitlarshe proper
person or office; provides technical informatiomcerning policies and procedures of assigned pnograoffice
according to established guidelines.

Provides technical information concerning policeexl procedures of assigned program or office acuprd
established guidelines.

Independently or from oral instruction, prepares@gpondence or other forms of communication, rstjug or
providing information or letters concerning depatital information.

Prepares, and duplicates a variety of items inolygroposals, purchase orders, contracts, repgasgdas, minutes,
and student records.

Accesses information via District's computerizedarels management systems.

Schedules appointments, meetings, or conferencassip@rvisors and others.

Coordinates and prepares materials for meetinggerences and workshops.

Utilizes various methods of communication to takessages, answer questions and respond to directives
Prepares and maintains detailed and complex ldgs, &nd records and inventories.

Operates a variety of office machines such asewiper, computer terminal, calculator, and copychiaes.
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OTHER REPRESENTATIVE DUTIES:

May be assigned to collect, account for and depasities collected in conjunction with fundraisimglather school
activities.

May prepare and maintain detailed records relatedtendance and payroll for classified, certifichtand hourly
personnel as assigned.

May monitor and maintain departmental budgetarg dad other financial records.
May type requisitions and processes invoices, coarties, records totals and maintains appropreuerds.

May assure the timely receipt and distribution oBaety of records, reports, and materials; retjuesprovides
information as necessary to assure completenesacanidacy.

May train and provide work direction and guidarestudent workers and/or assigned personnel, nrorgtavork
flow, and efficient office operation.

May assist in ordering and issuing of materialppdies and equipment to students and staff.
May receive, screen, and route mail.

Performs other related duties as required or asdign

ORGANIZATIONAL RELATIONSHIPS:

Supervision: (1) Reports to and takes directiomfan assigned supervisor.
(2) May provide direction to an assigned suborirtderical position or student helpers.

Internal Contacts: Frequent contact with school athér district personnel at all levels.

External Contacts: Continuing contact with persdonether public agencies, parents, and the gépakidic.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Functions and clerical operations of an assignédeof

Modern office practices, procedures, and equipment.

Receptionist and telephone techniques and etiquette

Basic financial accounting, record keeping anddjltechniques.

Appropriate terminology and vocabulary of the ass@lydepartment.

Standard American English usage, grammar, spelling¢ctuation, and vocabulary.

District organization, operations, policies, angiegtives related to assigned function.
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Applicable sections of State Education Code andradipplicable laws.

Interpersonal skills; using tact, patience, andiesy.

Research techniques.

Preparation of reports, correspondence, and othigemcommunications.

ABILITYTO:

Operate a variety of software programs.

Perform responsible and complex technical workliig independent judgment, and requiring accueany/speed.
Maintain confidentiality and utilize discretion &l communications.

Establish and implement revised office procedusaseded, and in accordance with established gugdel
Understand and interpret rules and written diresti@nd apply them to specific situations.
Compose correspondence independently.

Establish and maintain cooperative and effectiveking relationships with others.
Analyze situations accurately, and adopt an effeatburse of action.

Perform research.

Perform work independently with minimal supervision

Plan, organize, and prioritize work.

Train and provide work direction to others.

Maintain records and prepare reports.

Communicate effectively both orally and in writing.

Keyboard at forty-five (45) words net per minuterfr clear copy.

Make arithmetic calculations quickly and accurately

Understand and follow both oral and written direct.

Operate a variety of office equipment such as ewyjter, computer terminal, calculator, duplicatsord Dictaphone
machines.
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EDUCATION AND EXPERIENCE:

Any combination equivalent to: (1) Graduation frbigh school; including or supplemented by busiressses;
and (2) Two years of increasingly complex and vhdkerical experience.

PHYSICAL DEMANDS:

While performing the duties of this job, the emm@eys regularly required to use hands to fingerdheg or feel. The
employee frequently is required to sit, reach widmds and arms, and talk or hear. The employeecesionally
required to stand, walk, and climb or balance, st&aeel or crouch. The employee must occasiofiifilgnd/or

move up to 40 pounds. Specific vision abilitieguieed by this job include close vision, color wisj peripheral
vision, depth perception, and ability to adjustiec

LICENSESAND OTHER REQUIREMENTS:

Possession of a valid California Driver's License.
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