RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT  CLASS SPECIFICATION
SANTA ANA, CALIFORNIA Revised OCTOBER, 2000

ADMINISTRATIVE CLERK

CLASS SUMMARY

Under direction — performs difficult and specialized clerical work requiring detailed knowledge
of a department’s procedures, policies, and precedents; supplies information involving facts and
interpretations; initiates and completes difficult tasks independently; assumes responsibility for
special projects and prepares related reports; assists in research for special reports; may lead and
coordinate the work of clerks of a lower grade; assumes responsibilities for execution of projects
without close review; interprets rules and procedures in supervisor’s absence with supervisor’s
approval; coordinates clerical work-flow among office staff; prepares complex documents;
assumes and performs related duties and responsibilities as required.

REPRESENTATIVE DUTIES

Coordinates the processing, recording and filing of a variety of documents involving
administrative procedures; maintains cost records and complex attendance or other statistical
records; assumes responsibility for a specific clerical function or specialized unit of a department
where knowledge of the departmental operation is fundamental and where its impact on the
public is substantial; performs technical work requiring a thorough knowledge of departmental
policies and procedures; assists in the development of District procedures and policies relative to
the assignment; handles difficult and complex public relations; coordinates data for computer
input related to continuing and special projects; may perform sub-professional administrative
duties as assigned; may lead and coordinate the work of clerical assistants; may maintain
schedule or calendar for a number of workers; updates schedules and catalogues; may coordinate
office work flow.

ORGANIZATIONAL RELATIONSHIPS

This class reports to designated supervisor or director and may be responsible for determining
work flow to lower grade clerks or for resolving factual or procedural questions.

DESIRABLE QUALIFICATIONS GUIDE

Training and Experience

High school diploma or equivalent and any combination of training and/or experience equivalent
to four years of progressively responsible experience in general clerical work including one year
in work involving some independent responsibility for a clerical activity.
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ADMINISTRATIVE CLERK cont’d

Knowledge and Abilities

Thorough knowledge of: office machines and filing systems; modern office practices and
procedures, departmental practices and procedures as well as College rules, regulations,
programs and policies; suitable or designated formats for presenting reports.

Ability to: make decisions in accordance with laws, ordinances, regulations and established
procedures of the department; establish and maintain effective public relations; prepare accurate
financial and statistical reports; operate office equipment including, personal computer terminal
and a variety of word processing/business applications.

Skills: Must complete keyboarding, clerical (filing and checking) and software skills evaluation.
Screening Committee will use results as one of the selection criteria.
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