JOB DESCRIPTION
POSITION TITLE:



Clerical Assistant

WC CODE  8810
IMMEDIATE SUPERVISOR:


Emergency Services Supervisor
        “IN HOUSE”
SALARY:




Grade 16 Range $10.37 - $12.92 hourly








(40 hr work week)
STATEMENT OF RESPONSIBILITY
Under the supervision of the Emergency Services Supervisor the clerical assistant is responsible for completing assigned tasks that will assist in the smooth operation of the department. A non exempt position, the clerical assistant answers phones, coordinates appointments, and assists clients.
EXAMPLE OF DUTIES
· Type correspondence, memos and related materials
· File incoming and outgoing correspondence
· Process applications for a variety of programs within the Emergency Services Department
· Provide referral and resource information to clients
· Assist with general office duties; i.e. data input, orders, purchase supplies, answer telephone, copying and filing
· Attend staff meetings and training
· Perform other duties as assigned
EDUCATIONAL REQUIREMENTS
· High school diploma or GED
· Minimum two years experience in office setting
DESIRED QUALIFICATIONS
· Ability to prioritize work for completion with minimal supervision
· Ability to operate effectively within the organizational structure
· Ability to type 35 wpm (tested)

· Must have excellent written and oral communication skills
· Must have knowledge and use of computer, copier, fax machine, calculator and telephone
· Sensitive to cultural, economic and language differences
· Ability to maintain confidentiality

· Bilingual (English/Spanish) preferred
OTHER REQUIREMENTS
· Provide DMV printout, proof of automobile insurance and valid California driver’s license
· Must have a working telephone
PHYSICAL REQUIREMENTS
· Dexterity of hands and fingers to operate a computer and office equipment
· May be required to lift boxes or files up to 50 pounds
· Standing or sitting for periods which may exceed one hour
· Kneeling and bending, pushing and pulling, reaching to retrieve and maintain files
· Hearing and speaking to exchange information in person and on the phone
Applications and job descriptions available at
Kings Community Action Organization

1130 N 11th Avenue - Hanford, CA 93230

(559) 582-4386 
www.kcao.org
FINAL FILING DEADLINE:  FRIDAY; FEBRUARY 17, 2012                                                    
EQUAL OPPORTUNITY EMPLOYER

Individuals who require special accommodation because of a disability to attend a meeting or interview process, should call the Human Resources office at 559-415-7213.  When possible, requests should be made two working days in advance.
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