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POSITION:  BILINGUAL INTERMEDIATE CLERK





CLASS DEFINITION:


Under immediate supervision, performs general clerical duties following established routines.





EXAMPLES OF DUTIES:


Performs a variety of clerical activities related to the function of the assigned program; types/word processes letters, newsletters, reports, case records, invoices, requisitions, and other materials; receives the public and provides routine information or directs them to appropriate information source; answers telephones, takes messages, and/or refers caller to appropriate resources; maintains routine operational records by transferring data, calculating totals and subtotals, or compiling summaries; sorts and files a variety of specialized documents and records according to predetermined classifications, maintaining and updating alphabetical, index, and cross-reference files; maintains appointments and schedules calendar; assembles and organizes materials and schedules locations for testing or meetings; assists or administers and scores tests as assigned; orders forms and supplies as directed; performs record keeping activities, assists with maintaining attendance records, assists in maintaining testing and other records; other duties as assigned.





DESIRABLE QUALIFICATIONS:


Bilingual:		Fluent in Spanish and English





Experience:		One-year general clerical experience.  Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.





Education:		Completion of 12th grade or equivalent.





Knowledge of:	Modern office methods, typing, filing, and duplicating machines, word processing techniques computer software application, Spanish and English languages – both speaking and writing skills.





Ability to:		Do general clerical work. Use proper English, grammar, punctuation, and spelling.  Use proper Spanish, grammar, punctuation and spelling.  Communicate effectively in both oral and written forms in English and Spanish.  Type/word process at a speed necessary for successful job performance.  Understand and follow oral and written directions. Effectively carry out both oral and written directions in an independent manner. Learn the operations procedures, policies, and requirements of assigned program.  Learn to operate standard office equipment/machines (i.e. computer terminal, calculator, and copy machines, etc.) Establish and maintain cooperative working relationship with others.





(OVER)








PHYSICAL ABILITY:


Visual ability to read handwritten or typed documents, and the display screen of various office equipment and machines.  Able to conduct verbal conversation.  Able to hear normal range verbal conversation (approxi�mately 60 decibels).  Able to sit, stand, stoop, kneel, bend and walk.  Able to sit for sustained periods of time.  Able to climb slopes, stairs, steps, ramps, and ladders.  Able to lift up to 20 pounds.  Able to carry up to 20 pounds.  Able to exhibit full range of motion for shoulder external rotation and internal rotation.  Able to exhibit full range of motion for shoulder abduction and adduction.  Able to exhibit full range of motion for elbow flexion and extension.  Able to exhibit full range of motion for shoulder extension and flexion.  Able to exhibit full range of motion for back lateral flexion.  Able to exhibit full range of motion for hip flexion and extension.  Able to exhibit full range of motion for knee flexion.  Able to operate office machines and equipment in a safe and effective manner.  Able to demonstrate manual dexterity necessary to operate calculator, typewriter, and/or computer keyboard at the required speed and accuracy.





REQUIRED TO:


Hold and maintain a valid California Motor Vehicle Operator's License, proper insurance and a driving record satisfactory to the District.  Pass a required physical examination and drug test.  Submit to fingerprint testing through the California Bureau of Justice and/or the Federal Bureau of Investigation.





SUPERVISION OVER:	None.


SUPERVISION FROM:	Administrative Supervisor.


SALARY:


HOURS:











