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SENIOR OFFICE ASSISTANT I - SWITCHBOARD
DEFINITION:
Under general supervision, to operate the campus switchboard; to process incoming and outgoing mail; to provide general clerical support to the Business Office; to perform printing services; and to perform related duties as assigned.  This job is distinguished from other jobs performing clerical duties by responsibility for operations of the campus switchboard system and printing center.

CLASSIFICATION:

· FLSA Nonexempt
· Classified – CSEA 

· Date Modified: July 2012
ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Answers and directs incoming telephone calls using switch​board; places long distance calls for internal users; routes calls and/or provides general information; takes messages

· Provides in-person reception, information, and forms; screens and routes visitors
· Sorts all incoming mail and distributes to internal mail boxes; opens and reviews mail to determine appropriate routing
· Prepares and deposits outgoing standard, bulk and express mail, sorting, calculating and applying postage; maintains account records for postage meter; maintains postage due and business reply account balances with post office
· Types a variety of routine to complex correspondence, reports, forms and specialized documents using a typewriter or word processor
· Prepares estimates of, and monitors, annual postage and telephone expenses for budget preparation and tracking
· Provides back up and/or clerical support under direction and supervision from the Business Office for these functions:  Accounts Payable, Payroll, Accounting, and Bookkeeping.  Upon special requests from Student Services, Instruction, and President’s Office to include typing correspondence, handbooks, flyers, brochures, forms etc, from drafts, notes or brief instructions; proofs and edits documents; coordinates large mailings; and performs other related clerical support duties.  All clerical assignments will be coordinated through the Administrative Assistant/Business Services
· Develops, implements as approved, and maintains printing center policies and procedures
· Supervises several student workers
· Enforces U.S. copyright laws for printed materials and assists students and staff in securing legal permission to duplicate materials

· Operates high speed programmable photocopiers, folding machines, papercutters, binding machines, computers, and printers; serves as key operator and replenishes supplies

· Evaluates, selects, orders, stocks, distributes and maintains inventory of printing center supplies
Other Duties:
· Establishes and maintains a variety of files and records

· Collects monies for personal use of photocopiers

· Coordinates paper recycling program

Knowledge of:

· Telephone console/switchboard
· Basic computer operations and the use of word processing equipment
· Basic business arithmetic and clerical accounting procedures
· Correct English grammar, spelling and punctuation
· Formats and standards for typed and word-processed materials
· Capabilities, operation, maintenance and minor repair of printing and related equipment

· Operation and use of microcomputer and desktop publishing software applications

· Copyright laws, codes and regulations

· Basic budgeting and financial recordkeeping
Skill in:

· Operating a telephone console/switchboard and pager
· Learning procedures related to telephone system troubleshooting, telephone system computer operations, user assistance, and adding users
· Operating a variety of printing, folding, binding and related equipment
· Making arithmetical calculations rapidly and accurately
· Operating standard office equipment including computer keyboard, fax, copier, postage meter, adding machine and folder
· Typing accurately at a rate sufficient to ensure successful job performance
· Establishing priorities, scheduling own workload, and exercising sound independent judgment within established policies and procedures
· Establishing and maintaining effective working relationships with those contacted in the course of the work
MINIMUM QUALIFICATIONS:
Completion of high school 

DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Two years of responsible general clerical experience
· Community college experience is preferred
PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Vision sufficient to read computer screens, and handwritten and printed documents
· Manual dexterity to operate a telephone system and computer keyboards, and manipulate papers
· Speech and hearing to obtain and relay information
· Bending and reaching to place mail in staff and faculty boxes
· Lifting and carrying mailbags weighing up to 40 pounds
This work is performed primarily in an office setting, and outdoors to pick up and deliver mail bags.
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