Occupational Group:  Office and Administrative Support
Class Group:  Office and Administrative Support
	Class Code
	Class Title
	Occupational Role
	Pay Plan
	Pay Grade

	
	Office Aide
	Helper
	Current
	


CONCEPT:

Performs routine but varied office and/or administrative support duties in accordance with standard procedures. Applies basic knowledge of organizational policies and procedures, and utilizes a general understanding of other departments' functions. Applies basic clerical or office skills and procedures appropriate for the position within assigned functional area. Duties and tasks are standardized and easily learned. Resolves routine questions and problems, and refers more complex issues to higher levels. Works under direct supervision and follows standard office procedures to accomplish assigned duties.

TASKS: 
· Communicates with customers, employees, and other individuals to answer routine questions or to provide basic information regarding agency activities; and refers callers/visitors to the appropriate personnel or office.

· Picks up, receives, opens, date stamps, sorts, delivers, routes, packages and ships office mail, supplies, forms, brochures, and/or other materials.
· Weighs and affixes proper postage using mailing meters, scales, bar-coders, sorters and the UPS manifest system, and maintains logs.

· Drives a vehicle to deliver materials, mail, supplies, and furniture to departments, agencies, campuses and other office.

· Processes transactions or documents according to clearly defined instructions and criteria; review data for completeness; refer, illegible or incorrect data and documents to higher-level staff for resolution; and maintain production logs as assigned.

· Maintains and updates non-complex filing, inventory, mailing, or database systems either manually or electronically.
· Copies, scans, files and retrieves records and arrange materials for storage, disposal or preservation.

· Duplicates, collates, assembles and distributes materials.
· Types routine correspondence and reports; create and/or maintain non-complex databases and spreadsheets such as address lists and logs according to explicit instructions.

· Monitors, maintains and inventories supplies and materials to support activities; reorders standard supplies and equipment from approved vendors according to clearly established procedures.
LEVELS OF WORK: 
· Class Group consists of one class.  
MINIMUM REQUIREMENTS:
· None.
· Some positions may require minimum requirements that will be specified on the position description.

CONTRIBUTOR LEVELS:

Contributor levels are a range of work within a class that allows for a progressive increase of responsibility and employee competency.  Progression through a contributor level is dependent upon management discretion, the availability of funds, increase of responsibilities, and the employee’s acquisition of competencies and job performance.  Specific career plans are designed for employees by their agency that are tailored to the organization and mission of each activity using the below framework and the established pay plan for the class.
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Contributor
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	· Employees have basic knowledge, skills and general understanding to perform, under immediate or general supervision, routine clerical or office support work.
· Employees perform assignments following established guidelines and detailed instructions from supervisor.

Performance Range for Core Competencies:

·  Job Responsibilities – Learner to Experienced Knowledge


	· Employees have full working knowledge of assigned area to perform work assignments. 
· Employees independently performs standard assignments follow specific guidelines and direction.  Supervisor gives instruction on new assignments and reviews more difficult work.
Performance Range for Core Competencies:

·  Job Responsibilities –  Experienced Knowledge to Expert Knowledge
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