CITY OF POMPANO BEACH JOB CODE 112
CLASSDESCRIPTION

OFFICE ASSISTANT I
GENERAL

Performs responsible and varied clerica work which involves moderately complex work methods and
procedures and requiring some ability to operate standard word processing and related data entry
equipment.

EXAMPLESOF ESSENTIAL DUTIES

(These are intended only as illustrations of the various types of work performed. The omission of specific duties
does not exclude them from the position if the work is similar, related, or alogical assignment to the position.)

Handles difficult clerica tasks requiring judgment and experience.

Assgsin adminigtering policies in accordance with prescribed regulations.

Processes, maintains records, and prepares reports of transactions of considerable complexity, involving
the application of knowledge gained through experience, such as legd ingruments, and other
documents, purchasing, personnd, or other specialized records related to the activities of the particular
department concerned.

Deds with public in specidized area of service. May lead adericd force in carrying out office function
and services to the taxpayer and genera public. Instructs employees in office procedures and laws
relating to particular functions to which assigned.

Meets and processes applicants. Administers examinations, calculates scores, records data and notifies
aoplicants.

Operates standard office, word processing and data entry equipment;

Performs related work as required.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of the procedures, duties and respongbilities of the unit of operaion to which assgned.
Knowledge of modern office practices and procedures and of business English, spelling and commercia
arithmetic. Knowledge of departmenta operation.

Ability to perform complex clerica work with very little supervison. Ability to keep complex records
and to make reports. Ability to develop effective work methods and procedures in accordance with
rules, regulations and departmentd policies. Ability to work with and for the generd public as well as
fellow employees. Ability to type with accuracy at a prescribed rate of speed.



Skill in the gpplication of modern office practices and techniques and in the use and care of routine and
specidized office machine equipment.

MINIMUM QUALIFICATIONS

Graduation from high school or possesson of an acceptable equivalency diploma, including courses in

commercid subjects, supplemented by experience in performing generd office or related clerical work.
A comparable amount of training and experience may be substituted for the minimum qualifications.

PHYSICAL REQUIREMENTS

Mug have the use of sensory sKkills in order to effectively communicate and interact with other
employees and the public through the use of the telephone and persond contact as normdly defined by
the ability to see, read, tak, hear, handle or fed objects and controls. Physical capability to effectively
use and operate various items of office rdated equipment, such as, but not limited to a, persond
computer, cdculator, copier, and fax machine. No ggnificant standing, waking, moving, dimbing,
carrying, bending, kneding, crawling, reaching, and handling, Stting, standing, pushing, and pulling.

SPECIAL REQUIREMENTS
None.
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Reasonabl e accommodations may be made to enable individuals with disabilities to perform the essential functions.



