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POSITION TITLE: Personnel Services Clerk DIVISION: Employee Relations
    
WORK YEAR: 12 Months DEPARTMENT: Employee Relations
    
LOCATION: CES SALARY SCHEDULE: Support Services

DEFINITION:

The Personnel Services Clerk performs a wide variety of duties related to the function and administration of a personnel office while
maintaining a high level of confidentiality.  Performs job-related duties as assigned.

ESSENTIAL FUNCTIONS:

1.       Receives and directs visitors to the appropriate office or meeting room; responds to routine inquiries regarding employment
and job openings, e.g., the application process, job qualifications requirements, and appropriate documentation; maintains a
log of visitors to the building.

2.       Picks up, sorts and delivers all incoming and outgoing mail; uses a postage metering machine.

3.       Maintains logs and program postage due reports; prepares returned postage reports.

4.       Assists with processing new and temporary employees, prepares fingerprint cards, fingerprints new classified employees
and volunteers; prepares requisitions and DPS and payroll reports.

5.       Assists with receiving applications and checking applications for completeness; maintains and purges applicant files; sets up
folders; obtains references and verifies employment.

6.       Performs clerical tasks for Employee Relations Division personnel as approved by supervisor, e.g., preparing requisitions for
supplies and services.

7.       On a temporary, back-up basis, performs some of the duties of the Personnel Services Assistant.

8.       Operates a central telephone exchange system, answers incoming calls, makes appropriate connections, provides routine
public information to callers, relays messages and keeps records of all extension assignments.

9.       Maintains reunion referral books; acts as a liaison for reunion committees and the public.

QUALIFICATIONS:

1.       High school diploma or GED.

2.       One year of clerical experience and knowledge of general office practices and procedures; computer skills are preferred.

3.       Ability to operate personal computer software applications appropriate for the work assignments.

4.       Knowledge of assigned department forms, rules, procedures and guidelines.

5.       Ability to type at 50 words per minute with accuracy.

6.       Experience in maintaining records and files.

7.       Ability to work effectively with administrators, staff and the public.

8.       Ability to operate various office machines, e.g., a postage machine, coy machine, and FAX.

9.       Ability to respond with tact, composure and courtesy when dealing with others.
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10.    Ability to listen well and communicate effectively.

11.    Bilingual English/Spanish required if the person holding position of Personnel Services Assistant is not bilingual in English
and Spanish; otherwise bilingual English/Spanish preferred.

SUPERVISION RECEIVED:

Employee Relations administrator as assigned

SUPERVISION GIVEN:

None
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