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CLASS CONCEPT:  
Under general supervision by the Supervisor, provides clerical support to the Health Services Department. 
 

 
RANK 

 
JOB DUTIES 

 
 MAJOR WORKER CHARACTERISTICS 

  
Operates current computer programs in use (i.e. SACWIS, WEBFACTS, Excel, 
Word, etc.) 
 
Performs clerical tasks of precise technical or special nature; searches records; 
gather/organizes data, statistics/information and summarizes in preliminary reports; 
types staff evaluations. 
 
Monitors timekeeping system and coordinates workload in the department in the 
supervisor’s absence; logs and monitors the return of material sent to Word 
Processing; prepares files/records for appropriate action; prepares typed information 
from oral instruction, written copy or dictating machines; types and processes forms. 
 
Answers phones and does routine filing; monitors certain case-related systems such 
as the foster care system, to ensure that necessary paperwork is processed, i.e. 
foster home recertifications to the State.  
 
Meets/consults with supervisor regarding systems design, workflow, problem solving, 
etc. 
 
Retrieves specific information from the computer using SACWIS and WEBFACTS 
and data entry of information in SACWIS and ONBASE with pre-established 
standard of speed and accuracy; may use specific electronic hardware/software and 
peripheral devices in the transformation of ideas and information into a readable 
format; other duties as assigned.   
 
Gathers, classifies and organizes information and independently responds to routine 
administrative requests.  Prepares reports and formats reports as needed. 
 
Performs some administrative tasks, i.e. prepares and follows up on contacts, sets 
up office procedures, does research, gathers statistics, prepares reports, assists with 
budget, sets up and maintains confidential files, acts as a liaison between supervisor 
and other administrators or departments; coordinates details of meetings; maintains 
office functions (in absence of supervisor). 
 
Manages supervisor’s appointments and schedules; makes travel and lodging 
arrangements; sets up meetings, prepares agendas and notifies participants; 
arranges conferences and speaking engagements. 

 
 
 
Knowledge of agency case-related forms (i.e. court review forms, case dictation format, 
etc.); knowledge of office practices and procedures.  Skill in typing from written 
instruction.  Organizational ability; ability to monitor large amounts of work and act as a 
team leader.  Should type a minimum of 60 w.p.m.  Previous experience or training on 
automated information systems preferred.  Ability to formulate reports and design 
report formats which are clear and logically organized.  Ability to communicate 
effectively and tactfully with co-workers and the public.  Ability to communicate verbally 
and in writing, preparing summary reports and drafting correspondence as appropriate 
with the Manager’s or Supervisor’s approval.  Ability to establish positive working 
relationships with clients, collateral persons and other staff from diverse cultural 
backgrounds. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(*Developed After Employment) 



 
May assign, train, coordinate, schedule and evaluate work of temporary clerical. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(Performs Related Duties as Required) 

UNUSUAL WORKING CONDITIONS: MINIMUM CLASS REQUIREMENTS: (Including License, If Any) 
 
Completion of the twelfth (12th) grade supplemented with business courses and three years of 
experience in a business office which demonstrates possession of the above skills, knowledge 
and abilities.  Completion of course in medical terminology. Ability to assume some 
coordination activities with other clerical workers as assigned.  Additional emphasis placed on 
ability to communicate verbally and in writing; ability to develop and organize systems; ability 
to anticipate and follow-up on needs.  Must have experience on computers and SACWIS 
programs. 
 
(Other Evidences May Be Substituted) 

TRAINING & DEVELOPMENT: 
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