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Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.

DEFINITION

Under general supervision, performs comprehensive administrative and/or technical functions and provides office assistance in support of the Training Division of Transportation; performs related work as assigned.

CLASS CHARACTERISTICS

Under the presence of clear guidelines, this class performs complex and detailed clerical work in support of the Training Division of Transportation, including monitoring and maintaining the training schedules and activities.  Additionally, incumbent assists and supports the professional staff with assignments and projects on a regular basis and resolves problems which have a significant impact on the overall goals and activities of the department.
REPORTS TO

This position reports to the Operations Training Supervisor or his/her designee.
EXAMPLES OF DUTIES – Duties may include, but are not limited to the following: 
1. Organizes work, sets priorities and standards, and follows-up to ensure coordination and completion of assigned work. Provides independent administrative work to support the business operations. 

2.
Assists with the development, and monitoring of training schedules using the designated database system; Inputs information into specified management database system; maintains detailed training records in the support of the Training Division of the Transportation Department.
3.
Assists Employee Development Specialist with the basic entries and adjustments to the time and labor system for employees who are in training.

4. Prepares and updates a variety of reports in compliance with the Government Public Utilities and other regulatory agencies. 
5. Maintains records and logs, processes forms and performs general office support activities in the Training Division of the Transportation Department including processing incoming and outgoing mail, maintaining posted information, and ordering office supplies. 
6. Assists in the processing of invoices by preparing check requests and/or goods and services authorization.
7. Types and/or compiles correspondence, forms, and specialized reports and documents from drafts, notes, or brief instructions using a desktop computer; Proofreads and checks typed and other materials for accuracy, completeness, and compliance with departmental policies.
8. Carries out other relevant duties as described in the collective bargaining agreement and other associated documents including Stipulated Decision/MOU 02-10, paragraph 3, attachment C in reference to the Senior Transportation Training Clerk position and/or successor documents.
QUALIFICATIONS

Knowledge of:

Basic business database systems as applied to training and/or scheduling functions.
Office practices and procedures, including filing and the operation of standard office equipment. 
Record keeping and report preparation principles and practices.

Basic business arithmetic. 
Correct English usage, including spelling, grammar, and punctuation.

Business letter writing and the standard format for typed materials.

Standard business computer software, applications and databases.
Basic business data processing principles as applied to time, 
labor, payroll and scheduling functions.

District and department operating rules, procedures, and regulations.

Skill in:

Prioritizing work and coordinating multiple activities
Maintaining attention to detail despite interruptions.

Organizing and maintaining accurate records and files. 
Making accurate arithmetic calculations.

Performing detailed clerical work accurately.

Communicating tactfully and effectively with the public, co-workers and other employees
Establishing and maintaining effective working relationships with those contacted in the course of the work.

Understanding and carrying out oral and written directions. 
Using initiative and sound independent judgment within established policies and guidelines.

Operating standard office equipment including but not limited to a personal computer, fax machine, and telephone answering equipment. 
Learning and applying new procedures, rules, and regulations pertaining to the job.
MINIMUM QUALIFICATIONS

Education:

Possession of a high school diploma, GED or recognized equivalent.

Experience:

Three (3) years of full time equivalent verifiable general clerical or office assistant experience, which has included maintenance of detailed records, and preparation of reports.
Other Requirements:

Must be willing to work off-hours and weekend shifts.

Must possess a valid California driver’s license and have a satisfactory driving record.

Typing accurately at a rate of 35 words per minute from printed copy.
WORKING CONDITIONS
Environmental Conditions:

Office environment; field environment.  Exposure to computer screens.
Physical Conditions:

May require sitting, standing or walking for prolonged periods of time.

EEOC:  06
Safety Sensitive Designation:  No
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