
 
Overview 
Overview 

Characteristics 

Compensation 

Inactive No
Effective Date 01/05/2018

Date of Last Change 08/28/2017 10:47:23.997 AM
Job Profile Name Office Assistant - Contract

Job Code XOG10
Include Job Code in Name No

Job Profile Summary NATURE OF WORK:

Performs routine, varied, clerical work of average difficulty. Employees assigned to this class perform tasks which involve few variables in
work methods and permit some initiative and independent judgement in performing recurring activities. The primary functions of this
classification include routine records maintenance, which involves sorting, coding, filing; answering telephones, taking /relaying messages
and/or routing calls; and performing related clerical tasks. Some positions may perform routine typing of forms, memos, etc. not requiring a
skilled typist, and use of PC or word processor to enter or retrieve data.

Work is performed according to standard routines, but specific instructions are given on new assignments; work is reviewed while in
progress, and upon completion for accuracy and adherence with office practices through review of files and work observation.

MINIMUM QUALIFICATIONS:

High school graduate with six (6) months to one (l) year of clerical experience; or an equivalent combination of education, training and
experience. Must type 35 cwpm for some positions.

Job Description
Job Title Default

Restrict to Country
Management Level 8 Individual Contributor

Job Family SEIU_White_Collar
Job Category

Job Classification 6SX - Clerical/Admin Supt:Contract (EEO-4Job Categories-United States of America)
Work Shift Required No

Public Job Yes

Difficulty to Fill
Critical Job No

Compensation Grade S21
Compensation Grade Profile
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Qualifications 
Certifications 

Competencies 

Education 

Languages 

Responsibilities 

Impacted Eligibility Rules

Certification
Required Country Certification (Predefined) Certification (Not Predefined) Issuer (Not Predefined)

Competencies
Required Competency Rating

Competencies from Other Sources
Required Competency Rating Source Source Type

Education
Required Degree Field of Study

Languages
Required Language Ability Proficiency

Responsibilities
Required Responsibility

EXAMPLES OF WORK PERFORMED:

Note: The listed duties are only illustrative and are not intended to describe every function that may be performed by this job class. The
omission of specific statements does not preclude management from assigning specific duties not listed if such duties are a logical
assignment to the position.

Sorts, codes, and files unclassified material by simple headings (subject matter) or other easily classified system (i.e. numerical,
chronological, or alphabetical) which may require some cross-referencing; may physically file and retrieve documents from file rooms and file
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Required Responsibility

cabinets which may involve moving boxes, reaching over head, standing, bending and stooping; may prepare simple related index and
cross?reference aides.

Performs routine research of records and provides requested information according to office procedures.

Maintains current files by posting information and inserting additional data; may perform basic arithmetic calculations in preparation and
verification of invoices and billings.

Receives, opens, and distributes interoffice mail; may run errands as needed.

Maintains attendance records and prepares payroll sheets for supervisor.

Monitors office supply inventory and prepares requisitions for supplies.

Disposes of obsolete records in accordance with established records management procedures.

Answers telephones, takes/relays messages, and/or routes calls to appropriate persons using knowledge of office operations; may provide
routine information and serve as receptionist; may monitor radio.

Copies material using duplicating machine; collates and staples as required.

Operates, cleans, and performs minor adjustments and limited maintenance on office machines and equipment.

Types routine correspondence, memos, forms, and other non?technical documents from rough drafts; may perform routine data entry.

Proofreads documents and assures the quality and accuracy of internal and outgoing correspondence.

Reports and completes reports having to do with incidents and accidents.
Creates monthly flyers and promote monthly events that are scheduled.

Performs other related work as assigned.
KNOWLEDGE, SKILLS AND ABILITIES:

Some knowledge of Business English and mathematics.

Some knowledge of office practices, procedures, and equipment related to assigned area.

Ability to understand and follow moderately complex oral and written instructions.

Ability to maintain accurate records and prepare routine reports.
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Training 

Work Experience 

 
Pay 
Pay Rate Type 

Job Exempt 

Workers' Compensation Code 

Required Responsibility

Ability to physically file and retrieve information quickly and accurately.

Ability to operate copier, telephone, adding machine, shredder, and other office equipment.

Ability to learn and perform assigned clerical and related tasks readily and with accuracy.

Ability to make minor decisions according to Bureau procedures.

Ability to write legibly and type accurately.

Training
Required Training Training Type Description

Work Experience
Required Work Experience Experience Level

Pay Rate Types
Country Pay Rate Type

United States of America Hourly

Job Exempt
Country / Country Region Job Exempt

United States of America No

Worker's Compensation Codes
Workers' Compensation Code Country Country Region Location

8810 - Clerical Office Employees Noc (United States of America) United States of America
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