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POSITION: SECRETARY II








CLASS DEFINITION: Under supervision, perform secretarial and clerical duties for supervisors; to relieve the supervisor of administrative detail; and to do other clerical work as required.





EXAMPLES OF DUTIES:


Type letters, memoranda, reports and other material from copy or rough draft; make routine checks and comparisons of reports or records for compliance with specific requirements.  Ability to work with and supervise students as required.  Operate all standard office machines; deals courteously and tactfully with parents, public, teachers, and students.  Answer telephones, makes appointments for administrators.





DESIRABLE QUALIFICATIONS:


Experience:		Two years clerical work.


Education:		Completion of 12th grade including courses in related business subject.


Knowledge of:		Modern office methods, filing methods, adding machine, typewriter technique,				good receptionist and telephone technique, good English usage, spelling,					grammar and punctuation.


Ability to:		Ability to type 45 wpm accurately, use standard office machines; meet public and work with students effectively.





REQUIRED TO:	


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





PHYSICAL ABILITIES:


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 (approximately 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 fo
