04- 18- 86
PRI NG PAL CLERK, 1201

Summary of Duties : Supervises, coordinates, and directs a group of
enpl oyees engaged in a wide variety of clerical activities;

i ndependent |y perforns responsible and difficult clerical work; and
does rel ated wor k.

D stinguishing features : Enployees in this class are responsible for
exer ci si ng consi derabl e i ndependent judgnent in directing,
coordinating, and review ng the work of a group of clerical enployees
engaged in a variety of activities and services. The incunbents

regul arly supervise a group of enpl oyees, determne specific work

nmet hods, make assignnents, train, eval uate enpl oyees, and ensure that
such work neets departnent, bureau, or agency requirenments. In
addition, a Principal derk may performhighly specialized clerica
work and routine admnistrative duties under |imted supervision and
may have regular contact with the public, or bureau or depart nent
heads. In performng their work, enployees in this class are required
to interpret and apply department or bureau policies, procedures,
rules and regul ati ons which nmay require in depth famliarity with Gty
Charter provisions, GQvil Service Coonmssion Rules, Gty Attorney

opi nions, Gty ordi nances, and department or bureau organi zati ons.
Mich of a Principal Aerk's activities involve tactfully working w th
Gty enployees and the public in order to obtain or provide

i nformati on.

Assignnments are often given by limted oral or witten instructions
requiring the enpl oyee to exercise considerable initiative and
judgnent in planning a course of action. Mich of their work invol ves
dealing with highly confidential information and naterials. The work
of the enployees is reviewed for quality, quantity, and results
obtained. FErrors in their work may lead to significant financial

| oss, |egal consequences, severe danage to public relations, or
inefficient utilization of personnel.

The class of Principal Aerk is distinguished fromthe class of Senior
derk in that the forner has greater supervisory responsibilities and
perforns clerical duties at a level involving the exercise of greater
initiative, judgment, and responsibility.

Exanples of Duties : Plans, directs, coordinates, assigns, and reviews
the work of a group of clerical enployees; supervises, per sonally
perforns, or assists in the typing, preparation, processing,

mai nt enance, indexing, classifying, filing, and adm nistrati on of
various docunments such as reports, correspondence, enpl oyee fol ders,
payrol | records, accounting forns, purchasing forns, agendas,

m nut es, appl i cations, budgetary records and systens, receptioni st

servi ces, stocks, bonds, clerical and stenographi c pools, duplicating
ervices, permts, work orders, personnel docunents, nessenger




services, collection of fees, accounts payable and receivabl e,
recordi ng of docunments, Gty records, filing systens, |egal case
devel opnent, acci dent records.

Interviews applicants; trains enpl oyees; nmay counsel and assi st

enpl oyees regarding their work performance and pronotability;
recomrends changes in clerical procedures; provides information to the
public, Gty enployees, private industry, nedia and public agencies on
Gty activities; researches data and conposes correspondence, reports,
and statistical sumaries; coordinates work schedul es, work
assignnents and work order systens; reviews Council, commttee,

conm ssi on, board agendas, newspapers, and various publications for
pertinent itens; fulfills supervisory affirnative action
responsibilities as set forthin the AQty's Affirmative Action

progr am

May perform and assi st in subprofessional accounting activities such
as: purchasing, preparation of expense statenments, payroll admnis
tration, accounts payable and recei vable, petty cash funds, cash

recei pts, remttance reports, deposit certificates, pricing and codi ng
material s, and ordering supplies; conputing benefits, salaries, rates,
docunents, and assessnents;

May prepare budget requests; may devel op, update, or nake
recomrendati ons for changes in divisional or departnental policies,
procedures or manual s; nmay act as custodian of records; nay arrange
conferences and neetings involving the preparati on of agendas and
m nutes; may confer with bureau, departnent, Cty, or private and
public representatives to discuss bureau or department activities; nay
supervi se the operation of word processing text editing and renote
data entry and recall systens and nay arrange and coordi nate
activities involving the repair and mai ntenance of Gty facilities,
equi prent, and property; and nmay ocasionally be assigned to other
duties for training purposes or to neet technol ogi cal changes or
emner genci es.

Qualifications : A good know edge of nodern office practices,
standards, and systens including filing, indexing, report witing, and
cross referencing net hods; a good know edge of correct punctuation,
spelling, and grammati cal usage; a good knowl edge of safety principles
and practices; a good know edge of commonly used of fi ce nmachi nes,
mcrofil mreaders, tabul ati ng machi nes, and ot her equi pnent incl udi ng
thei r mai nt enance and operation; a good know edge of the principles of
supervision, training, interview ng, and enpl oyee rel ati ons; a good
know edge of Charter provisions, ordinances, rules, regul ations,
practices, and Gty Attorney opinions as they relate to the clerica
processing and admni stration of contracts, purchases, expenditures of
funds, records nmanagenent, tinekeeping, budgeting, payroll preparation
and verification, personnel, accounts payabl e and receivabl e,
collection of fees for variety of activities; a good know edge of
bookkeepi ng and el enentary accounting practices and principles; a good
know edge of the laws and regulations as they relate to equal




enpl oynent opportunity and affirmative action; a general knowedge of
the operation of word processing text editing equi pnent and renote
data entry and recall systens; a working know edge of the

organi zation, procedures, practices, |locations, functions, and
services of Gty departnents; a working know edge of the standard
procedures used in budget preparation, budget control, records

mai nt enance, personnel, accounting, and purchasing; a general

know edge of Gty personnel rules, policies, and procedures; a general
know edge of the Gty's conputer based systens and capabilities; and a
general know edge of Menoranda of Understanding as they apply to
subor di nat e personnel .

The ability to learn, interpret, and apply | aws, ordi nances, policies,
regul ati ons, and procedures; the ability to plan, organize, direct,
coordinate and review the work of a group of clerical enployees; the
ability to devel op i nprovenents in working procedures and net hods; the
ability to conpose letters and reports, maintain records, and prepare
charts, graphs, tables; the ability to deal tactfully and effectively
with enpl oyees and the public; the ability to utilize data processing
equi prrent for the purposes of data input and the accessing of
information fromconputer based systens and technol ogy; the ability to
i ndependent |y perform conpl ex clerical work and nake arithneti cal
conputations; the ability to gather and conpile information which may
i nclude researching files and contacting various agencies; the ability
to counsel enployees on personnel and financial related matters; the
ability to performroutine accounting activities such as auditing

i nvoi ces, preparing demands, naintaining |edgers, receiving fees; and
initiative in organizing work and conpl eti ng assi gned tasks.

Two years of experience as a Senior Aerk or in a class which is at
| east at that |evel and which provides experience in office clerica
wor k.

License: Awvalid California driver's |license may be required.

Physical Requirenents : Strength to performaverage lifting up to |ess
than 5 pounds and occasionally over 15 pounds; good speaki ng and
hearing ability; and good eyesight. Sone of the positions in this
class may be filled by persons mssing one or both legs or feet; |oss
of sight in one eye; loss of arm hand, or digits; partial |oss of
hearing; and speech i npedi nent.

Persons with other nedical limtations nmay, w th reasonabl e
accomodat i ons, be capable of performng the duties of some of the
positions in this class. Such determnation nust be nade on an
individual basis in light of the person's limtations, the require
nments of the position, and the appointing authority's ability to
ef fect reasonabl e accommodations to the person's limtations.

As provided in Gvil Service Commssion Rule 2.5 and Section 4.55
ofadmni strative code, this specification is descriptive,



expl anatory and not restrictive. It is not intended to declare
what all of the duties and responsibilities of any position shall
be.



