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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

JOB DESCRIPTION – 1712 and 1713
March 2000

POSITION TITLE:
Office Support I

REPORTS TO:
Various supervisors, managers and administrators

Objective: To perform entry-level duties of minor complexity/technology interface to support various general office operations, programs and functions.

Essential Functions:

1. Performs entry-level duties of minor complexity/technology interface to support various general office operations, programs and functions.

2. Performs various general office duties, including: data entry; maintenance of business records; review and completion of forms and applications; filing, distribution, posting, and mailing of correspondence; computation of routine fees, charges, billings and reimbursements; and termination of services, as directed.

3. Engages in internal/external communications in direct support of general office duties, as directed.

4. Researches, accesses, and produces data/information to support general office business and educational operations, as directed.

5. Investigates and projects the need for data base updates, as directed.

6. Acts as liaison to designated DPS departments and schools to collect information. 

7. Maintains both the integrity and confidentiality of all data, research and analysis, as directed.

8. Performs other related duties, including special projects, as required or requested.

JOB DESCRIPTION – 1712 and 1713
March 2000

POSITION TITLE:
Office Support I

Education/Experience: Education equivalent to graduation from High School. Demonstrated knowledge and experience with computer-based spreadsheet, data base, and word processing software.  Demonstrated experience producing various general office documents, analysis and recommendations.  One (1) or more years of related experience.

Licensure/Certification: None.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; service delivery standards; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication.

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing (to stack, store or retrieve supplies or various office equipment), as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

