
	[bookmark: _GoBack]CWU Position Description 


	Employee Name: 
	Employee ID: 

	Position Title: Office Assistant 2 or 3
	Position Classification (if different):

	Position #: 
	Department: 

	[bookmark: Check1]Appointment: Ongoing |_| Project |_| 
	[bookmark: Check3]Employee Type: Civil Service |_|

	Cycle of Appointment: 
	Hours per Week:

	Work Schedule:
	Labor Code:
	FLSA:

	Supervisor's Name: 
	Supervisor's Title: 


	Job Summary
Summarize the main reason(s) this position exists.  The statement should include the position's general function and overall level of responsibility.  Please try to limit the summary to three or four sentences.

	OA 2: This position performs a variety of routine clerical duties such as processing documents and records; extracting and compiling records or data; responds to routine inquiries concerning office/departmental services and procedures; maintains and monitors established record keeping, filing and data base systems; produces forms, letters, record entries and other departmental material; and answering phones and emails.

OA 3: This position’s primary responsibility is to provide office support to the department. The majority of work includes duties such as complex clerical assignments, establishing and maintaining records, and responding to inquiries for the department on policies and procedure.


	Work Assignment
How is work assigned?  Describe the degree to which job related tasks are regulated or controlled by the supervisor and the frequency and extent of supervisory review of the results.

	OA2: The Office Assistant reports to the _________________. Work is performed on a routine basis and is reviewed regularly by the supervisor. 

OA3: Work is performed under the direction of the supervisor, adhering to approved university/department policies and procedures. Much of the assignments are recurring, however on occasion supplemental assignments will be made by verbal and/or written instruction. The employee plans own time to meet predetermined schedules. Work is subject to periodic review for adherence to instructions and established procedures.

	Working Guidelines
Indicate any specific policies, procedures, guidelines or regulations/standards under which work is performed.

	Position works in accordance with State and Federal Regulations, University policies and procedures and applicable collective bargaining unit agreements.

	Credit Card Information

	Will this position store, process, transmit or have access to multiple credit card information at one time? If yes, it is covered by the provisions of the "Visa and MasterCard Payment Card Industry Security Standards."
[bookmark: Check8][bookmark: Check9]Yes  |_|  No   |_|

	Required Qualifications

	· Demonstrated clerical experience with knowledge of: office procedures and practices including maintaining departmental records (paper and electronic); business management practices, communication and correspondence practices and interpreting and adhering to policies/procedures.
· Increasingly responsible clerical/office experience OR an equivalent combination of experience, training and/or education which clearly demonstrates the ability to perform the essential functions of the job.
· Experience or training that demonstrates the ability to use Word, Excel, e-mail and/or similar software applications to produce written correspondence, create and maintain spreadsheets, receive and respond to e-mail inquiries, tasks, etc.
· Ability to effectively organize multiple work assignments, involve competing priorities to produce work products that are accurate, of a high quality and meet deadlines.
· Excellent communication (oral and written), interpersonal and organizational skills
· Experience working with diverse populations.

	Preferred Qualifications

	· Knowledge of the unique needs of a student-centered environment.
· Experience using database software, such as Microsoft Excel, to create tables, forms and reports; write queries and import data from other sources.
· General fiscal experience, training and/or education that demonstrates the ability to monitor and reconcile budgets, budgeting, travel, compile and interpret fiscal data and provide related reports.
· Customer service experience.

	Competencies

	Desired Knowledge, Skills, and Abilities
· Able to adapt to change in the work environment, manages competing demands and is able to deal with frequent change, delays or unexpected events
· Ability to establish and maintain effective working relationship with others
· Ability to respond quickly and effectively to uncertainty and constant changes
· Ability to consistently be at work and on time, follow instructions (verbal and written), respond to management direction and solicit feedback to improve performance
· Ability to embrace and promote a diverse environment

	Working Conditions
Describe working environment (office, field, indoors/outdoors, exposure to risks, safety requirements, etc.) and anticipated variation in working hours (such as flexible schedule, some evening and weekend work, occasional travel, etc.

	[bookmark: Check4]|X| Office/Clerical Positions:
Work is performed in an indoor office setting with frequent in-person interactions.  It is essential to be able to remain at a desk/computer work station for prolonged periods of time, perform extensive data entry and other computer-related tasks and create/maintain filing systems for departmental records.  Some evening or weekend work and/or occasional travel may be required. Employee may be required to work at any location on the CWU campus to which they are assigned.

	Essential
Functions
	Job Duties
	%

	
	May perform any or all of the following clerical/office duties in support of a department:  

Office Support:
- Respond to routine inquiries concerning office/departmental services and procedures. 
- Following established guidelines, explain and apply knowledge of department administrative policies and procedures and explain rules, policies and operating procedures to clients. 
- Coordinate with other departmental staff members on administrative practices and procedures. 
- Monitor and process spending requests within the department. 
- Assist in budget reconciliation. 
- Issue and track department owned equipment & supplies. 
- Maintain departmental employee records and certifications. 
- Assist in departmental travel and financial paperwork. 
- Assist in Payroll processing.
- Serve as the primary point of contact for customer service and relations.
- Maintain and monitor lost and found items on a quarterly basis.

General Office Functions:
- Check incoming forms and documents for required information.
- Extract and compile statistical data from forms and letters.
- Assemble reports.
- Proofread material and make corrections for sentence structure, spelling, grammar, and punctuation. 
- Exercise discretion regarding written or telephone communications.
- Serve as liaison between students, departments, faculty, administrators, staff and/or other institutions. 
- Receive, identify, sort and distribute a high volume of electronic and paper documents including mail, messages, records, office supplies, etc. 
- Perform tasks requiring the use of basic arithmetic such as addition, subtraction, multiplication and division.
- Produce forms, letters, record entries and other departmental material.
- Maintain and monitor established record keeping, filing and database system.
- Resolves problems and responds to inquiries regarding rules, regulations, policies, department procedures, and department services; answers telephone; receives and refers visitors
- Reviews documents, records, or applications for completeness, accuracy, and compliance with rules; determines and explains action necessary to achieve compliance or approval;  
- Composes office correspondence such as requests for documentation and responses to requests for information; devises, evaluates and revises forms for internal use; 
- Reviews and verifies fiscal reports for accuracy; investigates and corrects errors to ensure compliance with established procedures and policies; uses basic arithmetic to perform computations;  
- Establishes and maintains complex electronic or manual file systems or data base files;  
- Prepares or assists in the preparation, compilation, and coordination of reports and records such as financial, payroll, labor distribution, equipment usage, purchasing, inventory, personnel, scheduling, registration, and testing;  
- Compiles and produces material such as financial statements, manuscripts, schedules, test materials, engineering/construction reports, and technical and statistical reports requiring specialized knowledge and judgment in selection and treatment of data and format; prepares, tables, charts and graphs as required;  
- Performs complex word processing tasks such as merging and sorting, integrating text with graphics, spreadsheet, and data base files, uploading/downloading, and creating footnotes and outlines; uses spreadsheet and data base software to develop and maintain records; uses basic statistical software packages; performs simple computer inquiry programming; uses graphics software and recommends appropriate display of information;  
- Orders, receives and maintains inventory;  

- |_| Lead/supervise staff including assigning/scheduling work, approving leave/timesheets, training employees to do their job, and reviewing work assignments.

Fiscal Support:
May perform the following fiscal responsibilities:
- Review and verify fiscal reports for accuracy
- Investigate and correct errors to ensure compliance with established procedures and policies
	

	No
	Other duties as assigned
	5%

	Signatures

	
The job duties are an accurate reflection of the work performed by this position.
___________________________________ ___________________________

Supervisor Signature	Date 


	
As the incumbent in this position, I have received a copy of this position description.
___________________________________ ___________________________

Employee Signature	Date 
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