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Classification Specification
	

	
	4200100

	
	ADMINISTRATIVE OFFICE ASSISTANT



Class Summary

The responsibilities of this classification include general clerical support such as filing, taking and delivering messages, preparing mailings, scanning and photocopying, none of which calls for previous experience or training and which can be easily learned on the job.

Distinguishing Characteristics

This is the first level of a five-level classification series. The Administrative Office Assistant differs from other classifications in the series in that this classification is considered entry/trainee-level. The incumbent performs varied general office support tasks under direct supervision, following specific instructions or established office procedures. Employees in this classification may be trained on the job to operate equipment used in the work area and are responsible for following rules and methods learned. This classification is distinguished from the Accounting and Financial Support and Customer Service Support classification series in that the primary focus is entry-level general office support.

Examples of Duties (May vary by position)

1. Sort and file material (alphabetical, numerical, subject) by rules and directions furnished.

2. Answer telephone, take and deliver messages and refer calls to proper person.
3. Scan documents for filing or archiving. 

4. Perform deliveries to and from work sites.

5. Prepare mailings for distribution and/or processing.

6. Operate equipment such as copier, scanner, adding machine, fax machine and paper shredder.
7. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of basic arithmetic

Knowledge of proper English grammar, usage and spelling

Skill in learning office practices and procedures

Skill in operating office equipment

Skill in following clearly stated oral and written instructions or procedures

Skill in establishing and maintaining effective working relationships as required by work assignments

Skill in following through on assignments as directed

Licensing, Certification and Other Requirements

Washington State Driver License (some positions)
U.S. citizenship (positions within the King County Department of Public Safety)

Pass polygraph test (some positions)
Pass background check (some positions)

Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Administrative Office Assistant, Administrative Specialist I, II, III and IV
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