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	[Company Name]


	Job Description

	
Assistant
DEFINATION
To perform a wide variety of routine clerical work in support of the assigned department; to provide word processing and data entry support; and to provide information and assistance to the public regarding departmental policies and procedures.
CHARACTERISTICS
This is the entry-level class in the Office Assistant series. This class is distinguished from the Office Assistant II by the performance of the more routine tasks and duties assigned to position within the series including duties performed according to established procedures with changes in procedures or exceptions to rules explained in detail as they arise. 
SUPERVISION
Receives immediate supervision from higher level supervisory and management staff
OTHER FUNCTION STATEMENT
Essential and other important responsibilities and duties may include but are not limited to the following:
· Type and proofread a variety of documents including general correspondence, reports and memorandum from rough draft and recordings.
· Perform a wide variety of general clerical work including the maintenance of logs and records, verifying accuracy of information, and recording information.
· Operate a variety of office equipment including copiers, postage meters, and facsimile machines; input and retrieve data and text.


	Confirmation of Offer

		Offer Extended By:
	




		Status of Offer:
	☐	Accepted
	☐	Declined




		If accepted, confirmation sent to Human Resources for processing:
	☐	
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