NEBRASKA STATE COLLEGE SYSTEM

CLASSIFICATION DESCRIPTION

OFFICE ASSISTANT I

Scope of Work

This is basic clerical and reception work involving routine and repetitive office procedures to include operating a switchboard and/or being assigned major responsibilities for operating duplicating equipment.

Performs varied tasks such as general office tasks of limited complexity including assisting students, faculty and others in person or over the telephone, receiving and routing correspondence and messages and opening, sorting and distributing mail.  Work also includes routine clerical support including preparing correspondence, test materials, manuscripts, forms, reports and other materials, performing data entry and simple data summary or tabulations.  General supervision with specific instructions for special projects or duties is received from a clerical or administrative superior.  Work is reviewed in the form of observation, accuracy of completed assignments and compliance with departmental procedures.

Examples of Work

Accesses various forms of data to compile information and prepares correspondence, test materials, manuscripts, reports, forms and other materials such as mailings; gathers information for students and faculty.

Answers requests for general information either in person or over the telephone; greets and directs visitors, students and staff; receives and routes correspondence and messages; opens, sorts and distributes mail.

Maintains office files, records and inventory of supplies; performs data entry and simple data summary or tabulations; may prepare and record payroll, budgetary and financial records.

Prepares, modifies and operates office equipment; performs print operations including collating, stapling, binding, folding, re-sizing and back-siding; changes toner cartridges, refills paper trays, cleans surfaces and performs basic maintenance on copier equipment.

Answers incoming switchboard calls; provides information to callers regarding student residence information, location of buildings, building hours and schedule of campus events; transfers callers to appropriate telephone extensions; documents and routes messages as needed; answers, routes and records incoming WATS network calls.

Performs other duties as assigned.

Preferred Knowledge, Skills and Abilities

Knowledge of business English, spelling, punctuation and basic mathematical functions.

Knowledge of modern office practices and procedures.

Knowledge of computer word processing and spreadsheet applications.

Ability to maintain accurate records.

Ability to learn assigned tasks readily and to adhere to prescribed guidelines.

Ability to communicate effectively both orally and in writing with the general public and a diverse staff and student population.

Skill in the operation of a personal computer, typewriter, calculator and various common office equipment.

Knowledge of the operation of a telephone switchboard system and standard call answering procedures.

Knowledge of campus facilities, personnel and general activities.

Ability to obtain and relay complete and accurate messages.

Preferred Training and Experience

Graduation from a Senior High School or equivalent supplemented by general clerical or business coursework and one year of clerical experience.

Minimum Requirements

Graduation from a Senior High School or equivalent supplemented by six months of clerical experience or any combination of skills, knowledge and abilities that meet these requirements.

Special Requirements

Incumbent may be required to pass a standard job-related typing/keyboarding test.

Essential Duties

Each College will determine for their own use the essential duties assigned to this position.

The foregoing is a general description of this position and may be changed from time to time by the System Administration.
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