CULVER CITY UNIFIED SCHOOL DISTRICT RANGE 19

DUPLICATING AND MATI, CLERK

DEFINITION
Under general supervision, to operate and maintain large or medium sized
duplicating equipment; tc cperate and maintain postage meter; tc sort incoming
mail; to mail and record cutgeing District mail; to perferm routine clerical work;
and to do other related work as required. .

EXAMPLES OF DUTIES L

Operates large or medium sized dupllcatlng equipment in the reprecduction of such
materials as bulletins, cards, bcoklets, menus, catalcgues, letters and a variety
of ferms; perfcrms minor maintenance tasks, cn the equipment; orders and
requisitions supplies and materials and mairtains an apprcpriate inventory;
operates and maintains binding machines and postage metering machines; sorts
inccming mail fer distribution; meters and sends out United States mail; prepares
and maintains simple files and records, including the acccunting for postage may
supervise and train aides or clerks 1n operatlon cf dupllcatlng equ1pment

performs rcutine clerlcal tasks i

QUALTFICATIONS
Knowledge of: 5 o
Medern cffice methods, prccedures and technlques
Apprepriate Engllsh usage spelllng, grmar, punctuatlon and arithmetic
concepts; 5
Standard offlce mach:mes ard equlpmerxt 1nclud1ng complex duplicating
equipment; .. ST O «

Numerical ard alphabetlcal fllmg systems.. T R e i

Ability tc- :
Operate ccmplex duplicating equlgment m.th speed and accuracy;

Perform simple duplicating equipment maintenance tasks;

Operate: office equipment skillfully and efficiently;

Make: simple arithmetical calculations with speed and accuracy;

Perferm: routine general office and clerical work with speed and accuraey;
Type at a net corrected speed of U5 words per minute;

Understand and carry out oral and writtem directicns;

Establish and maintain cccperative werking relaticnships.

Exper'ler*ce* ey :
Two years of experience perf‘crmlrg general. of fice wcrk supplenented by
experience in cperating large cor medium sized duplicating equ:.pment

Educaticn:
Equivalent tc ccmpletion cf the twelfth grade, including or supplemented by
cocursewerk irn typing, general cffice practices, methcds and techniques of

prcduction duplicaticn.




