
C OU NTY  OF S OLAN O
CLA SS  DESCRIP TI O N, 1999

OFFIC E A ID E

D EFIN I TI ON 

U nder  close  supe rvision, per for ms a  va rie ty of  r outine, non- c omple x cle rica l w or k in suppor t of 
depar tme nta l ope ra tions; per for ms  r elated w or k as r equir ed.

C LA SS  CHAR A CTER I STIC S 

This is the entry level pos ition in the clerical s er ies  in w hich incumbents  must poss es s  bas ic skills,
but no previous  cler ical exper ience.  This pos ition is characterized by the respons ibility to perf or m
clerical tasks and to lear n and apply bas ic know ledge of  departmental, work unit and progr am
procedur es , s er vices  and methods.  Employees in this class  normally wor k under  clos e and
continuous  super vision per forming r epetitive duties  according to establis hed procedur es.
G ener ally, work is  observed and r eview ed both during its  per f or mance and upon completion, and
changes in pr ocedure or  exceptions to rules  ar e explained in detail as  they ar is e.  The class  of 
O ff ice A ide can also be utilized as  a recruiting and tr aining clas s for  dif f er ent s pecialty cler ical
areas .  Des ignated positions  w ill r equir e that the incumbent poss ess  adequate typing s kills  to
s ucces sf ully per form the job.

EXA MPLES  OF D UTI ES 

D epending on as s ignment, duties  may include, but ar e not limited to the f ollow ing:

1. P repar es , s or ts , and/or  f iles mater ials, corr espondence or  f orms; may maintain es tablished files ,
manuals, or  indices in accor dance w ith pr es cr ibed f iling s ys tem pr ocedures: may pur ge recor ds 
and/or  r eview  f iles f or  accuracy and completenes s; sear ches f or  materials  through use of 
indices; locates  mis s ing mater ials by conducting a file sear ch.

 
2. Copies , compiles , collates , tr ans cr ibes, files , or  posts  data and/or  information following a

s chema or plan f or  the pur pose of  r ecording, r ef er encing, or  repor ting infor mation for  w or k
ass ignments .

 

3. Types  lists , car ds , addres ses, labels, f orms, routine r eports , or  corr espondence fr om
handw r itten or typed copy; proofr eads mater ials for  completenes s and/or  s pelling, grammatical,
or punctuation accur acy; makes  revis ions  as  necess ary.

 
4. Retrieves inf or mation f rom County f iles and documentation; verifies accur acy of the

inf or mation.
5. M aintains s imple r ecords by tr ans fer ring data, calculating totals  and s ubtotals; maintains  cr os s -

r ef er ence f iles  by as signing or  checking filing codes  to items bas ed on material/document
content; maintains  logs  or  proces sed materials .

 



6. Receives , time s tamps , routes, and/or dis tr ibutes mater ials in accor dance w ith pr es cr ibed
methods; packs or unpacks  mater ials ; moves objects  or  deliver s/picks -up materials  or mail;
r uns err ands as  neces sary.

 
7. Complies  or  s taples mater ials by hand or  machine; f olds , ins erts, and s eals  mater ials  in

envelopes; wr aps , weighs, stamps, and mails  materials .
 

8. Receives  the public; answ ers  the phone; s chedules appointments; pr ovides routine factual and
procedur al infor mation; directs  caller s to appropr iate off ices/people; distr ibutes appropr iate
documentation and applicable f orms; refer s callers  to appr opr iate pr ogr ams and departments .

 
9. O perates  a variety of  off ice equipment, s uch as photocopiers , cas h r egister s , shr edder s, and

f ield dispatch equipment; may order  and maintain of fice supplies; may maintain of fice
equipment and f ollow - up on r eques ts  for maintenance.

 
10. P er for ms  data entry into specialized computer  s ys tems used to tr ack and log var ious County

activities  and progr ams ; r etrieves inf or mation f rom thes e specialized computer  s ystems  upon
r eques t.

QUA LI FIC ATI ON  GU ID ELI NES

EDU CA TIO N A ND /O R EXP ERI EN CE

H igh s chool diploma or GED  pref er red; supplemented by s ome pr evious wor k exper ience that
demons tr ates pos sess ion of  and competency in the r equis ite know ledge and abilities.

K NO WLEDG E/S KI LLS /A BI LITIES 

K nowledge of bas ic of fice methods , procedur es , and techniques ; manual and automated f iling
s ys tems; corr ect Englis h usage.

A bility to apply r ules, r egulations , policies  and procedur es  applicable to clerical as signment;
under s tand and apply wr itten and ver bal ins tr uctions; convey infor mation to other s; pr oofr ead
names , number s, codes  and symbols ; s or t alphabetically and numerically; oper ate a multi- line
telephone, copier, s hredder, micr of ilm equipment, cas h r egis ter  and other  s uch equipment us ed in
clerical s uppor t activities; r ead and compr ehend equipment oper ating instructions ; solve pr oblems
of a r outine natur e encountered in the cour se of  w ork by choosing betw een pr ocedural alter natives;
accur ately tr ans fer inf or mation f rom one sour ce to another ; maintain r ecords , logs and indices;
extract specific inf ormation f r om r ecords  or r epor ts; answ er  the phone and take mes sages ; make
r outine ar ithmetical calculations ; organize w ork as signments ; communicate ef fectively with people
of diver se s ocio- economic backgr ounds  and temperaments ; establis h and maintain cooperative
w or king relationships .



S PECI A L REQ UI REM EN TS 

N one.

S UP PLEMENTA L IN F ORMA TIO N

P os itions allocated to this class  may require specific operational know ledge.

I ndependent travel may be required.

Candidates  for s ome pos itions in this class  may be required to pas s a backgr ound inves tigation in
accor dance with applicable law , r egulation and/or policy.

P os itions allocated to this class  may require bilingual skills.

A DA  C OMPLI A NC E

Physical A b ilit y:  Some tas ks  may involve the ability to exer t moderate phys ical eff or t in
s edentar y to light w ork, but w hich may involve s ome lif ting, carr ying, pushing and/or  pulling of 
objects and materials  of moder ate w eight (10- 20 pounds) .  Tas ks  may involve extended per iods of 
time at a keyboard or  w or k s tation.

S en sory Req uirem en ts :  S ome tas ks require visual per ception and dis cr imination.  S ome tas ks 
r equir e or al communications abilities.

Environm en t al Fact ors :  Tas ks  ar e regular ly per formed without expos ur e to adver se
envir onmental conditions, such as  dirt, dus t, pollen, odor s, wetness , humidity, r ain, fumes ,
temper atur e and nois e extr emes , machiner y, vibrations , electr ic curr ents, tr af fic hazards, toxic
agents , violence, dis ease, or pathogenic subs tances .

________________________
Human Resources Director

________________________
Date

S olano County is  an Equal Oppor tunity Employer .  I n compliance with the A mer icans  w ith
D is abilities Act, S olano County w ill pr ovide r eas onable accommodations to qualified individuals
w ith dis abilities and encour ages both pr ospective and curr ent employees  to dis cus s potential
accommodations w ith the employer


