
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
This  i s  rout ine  c le r ica l  work involving the  opera t ion of  a  te lephone  desk conso le  o r  

swi tchboard .  The  work i s  per formed under  genera l  supervis ion a l lowing for  some exerc ise  o f  

independent  judgment  in  car rying out  the  de ta i l s  o f  the  work accord ing to  a  p rescr ibed  rout ine .  

When no t  engaged  in  ac t ivi t ies  invo lving the  swi tchboard ,  employees  car ry out  a  var ie ty o f  

c le r ica l  tasks .  The  incumbent  does  re la ted  work as  requi red .  

 

 

TYPICAL WORK ACTIVITIES: (Il lustrative only)  
Answers  te lephone  ca l l s  and  makes  appropr ia te  s ta t ion connect ion;  

Gives  out  rout ine  informat ion to  the  publ ic ;  

Makes  photo  cop ies  fo r  s ta ff  members ;  

Mainta ins  a  cur rent  record  of  changes  in  o ff ice  and  personnel ;  

Takes  and  gives  messag es  fo r  var ious  o ff ices ;  

Keeps  a  record  of  ca l l s  and  to l l  charges;  

Wri tes  rece ip ts  fo r  money rece ived ;  

Acts  as  recep t ionis t ,  g iving informat ion and  d i rec t ing publ ic ;  

P laces  long d is tance  ca l l s ;  

May rece ive  and  send  te legrams;  

May keep  c le r ica l  records  re la t ed  to  car  use  by s ta ff ,  schedul ing of  meet ing rooms,  e tc . ;  

Posts  and  mai ls  cor respondence  from s ta ff ;  

May per form occasional  o r  inc identa l  typ ing tasks  no t  requi r ing services  o f  a  ski l led  typ is t .  

 

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL  

CHARACTERISTICS: 
Working knowledge  of  o ff ice  te rminology,  p rocedures ,  and  equipment ;  

Working knowledge  of  business  a r i thmet ic  and  Engl ish;  

Abi l i ty to  opera te  a  te lephone  swi tchboard  or  desktop  conso le ;  

Abi l i ty to  unders tand  and  fo l low ora l  and  wr i t ten ins t ruc t ions;  

A c lear  and  p leas ing vo ice  and  manner  o f  speaking;  

Excel lent  hear ing;  

Cler ica l  ap t i tude ;  

Physica l  condi t ion commensura te  wi th  the  demands of  the  posi t ion.  

 

MINIMUM QUALIFICATIONS:  
(A)  Graduat ion from high school  o r  possess ion of  a  high school  eq uiva lency d ip loma.  
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