
Tulare County Office of Education

JOB DESCRIPTION  JOB TITLE: Clerical Assistant (9116)

Job Summary: 
Under general supervision performs a variety of varied typing and general clerical work of average difficulty and
performs related work as required.  

Essential Job Functions:
< Answers/greets visitors, co-workers, outside agents, clients, and parents to furnish information and refer to

the proper sources.
< Prepares letters, memos, reports, bulletins, flyers, staff handbooks, questionnaires, requisitions, various

forms, i.e., time sheets, medical, orientation letters, and packets of information to communicate with
employees and the general public, and for written documentation of information.

< Maintains schedules/calendars, files, and records to ensure efficient operations.
< Processes (receives, sorts, distributes) mail, purchase orders, transportation requests, and other office forms

to provide timely and accurate distribution.
< Operates standard office machines including word computer, laminator, fax machine, printer, answering

machine, binding machine, calculator/10 key, pencil sharpener to complete essential functions.
< Inventories equipment and supplies to maintain a record of items for the Tulare County Office of Education.
< Organizes work and sets priorities for the purpose of ensuring that all tasks are completed accurately with

attention to detail and within required time lines.

Experience Required:  
< Experience sufficient to have acquired knowledge of modern and efficient office methods, practices and

procedures; written and oral communication skills.

Skills, Knowledge and/or Abilities Required:
< Skills to:

C type at a speed of 45 net wpm from clear copy;
< Knowledge of:

C modern office methods, practices and procedures;
C English word usage, spelling, grammar, and punctuation;
C office and records management;
C public policies and procedures;
C receptionist and telephone techniques;
C filing systems;

< Ability to:
C use computers to enter data, update and create correspondence, retrieve information, use electronic

calendars, store and retrieve documents and other basic word processing, spreadsheet and data base
applications (preferably Microsoft Word, Excel and Access);

C


