
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Ad m in is t ra t ive  Cle rk  
 

Filin g  De a d lin e : Th is  re c ru it m e n t  is  
o p e n  u n t il fille d  a n d  m a y c lo se  
w it h o u t  n o t ice . Th e  firs t  re vie w  o f 
a p p lica t io n s  w ill b e  o n  Au g u s t  11, 
20 25, a n d  in t e rvie w s  w ill b e  
t e n t a t ive ly s c h e d u le d  t h e  w e e k  o f 
Au g u s t  18 t h  o r  25 t h .  It  is  
re co m m e n d e d  t h a t  in t e re st e d  
ca n d id a t e s  a p p ly im m e d ia t e ly. 
 
Th is  is  a  p a rt -t im e  p o s it io n  w o rk in g  

u p  t o  19  h o u rs  a  w e e k . 



ADMINISTRATIVE CLERK 
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THE P OSITION  
Th e  Ad m in is t ra t ive  Cle rk  p e rfo rm s b a s ic  c le rica l d u t ie s  a n d  
fu n c t io n s  u n d e r d ire c t  su p e rvis io n  fro m  t h e  Ad m in ist ra t ive  Se rvice s 
Ma n a g e r/Assis t a n t  Ge n e ra l Ma n a g e r a n d  su p p ort s th e  Ge n e ra l 
Ma n a g e r. Th e  in cu m b e n t  in  th is  p osit io n  d o e s  n o t  rou t in e ly e xe rc ise  
su p e rvis io n . 
 
Un d e r a d m in is t ra t ive  d ire c t io n , p e rfo rm s a  va rie ty o f b a s ic -skille d  
d u t ie s  to  su p p ort  o ffice  st a ff a n d  a d m in is t ra t ive  se rvice s . P rovid e s 
b a s ic  c le rica l/a d m in is t ra t ive  d u t ie s , fin a n c ia l re co rd  ke e p in g , 
p ro ce sse s  m a il, p e rfo rm s g e n e ra l o ffice  fu n c t io n s , o rd e rs  o ffice  
su p p lie s , m a in t a in s o ffice  ca le n d a rs , m a ke s  t ra ve l a rra n g e m e n t s , 
g re e t s  vis ito rs  in  p e rso n  a n d  o n  t h e  t e le p h o n e , a ss is t s  t h e  p u b lic  
vis it in g  t h e  Dis t ric t  fa c ilit ie s , m a in t a in s  c le a n lin e ss o f fro n t  
lo b b y/m e e t in g  ro o m s, a n d  su p p o rt s  p re p a ra t io n s fo r m e e t in g s . 
 

ESSENTIAL FUNCTIONS ** 
** SEE JOB DESCRIP TION FOR COMP LETE JOB DETAILS 
 

Bo a rd  o f Dire c t o rs/Co m m it te e  Su p p ort : 
• Asse m b le s a n d  d e live rs a g e n d a  p a cke t s  a n d  o t h e r 

d o cu m e n ts /in fo rm a t io n a l m a t e ria ls  to  Bo a rd  Me m b e rs . 
• Se t s u p  fo r Boa rd /Co m m it t e e  m e e t in g s a n d  c le a n s  u p  

a ft e rw a rd . 
 

Fin a n c ia l Su p p o rt : 
Ma y a ss ist  in  t h e  fo llo w in g  d u t ie s  in  t h e  a b se n ce  o f t h e  
Ad m in is t ra t ive  Assis t a n t  I/II: 
• Assis t s  w it h  a cco u n t s re ce iva b le  a n d  a cco u n t s  p a ya b le  

fu n c t io n s . 
• Ga t h e rs  a n d  file s  Dis t ric t  p a yro ll d o cu m e n t s  a n d  o t h e r 

p e rt in e n t  in fo rm a t io n . 
• P re p a re s a n d  re co rd s Co u n ty p ro p e rt y t a x in co m e  d e p o sit s  a n d  

re p ort s . 
• P ro ce sse s /re co rd s  b a n k d e p o sit s a n d  ca sh  a n d  m a in t a in s  b a n k 

s t a t e m e n t s . 
• Assis t s  w it h  p ro ce ss in g  Dis t ric t  ch e cks  a s  n e e d e d . 
• P ro ce sse s  a n d  m a ils s ig n e d  a cco u n t s  p a ya b le  ch e cks . 
• Assis t s  w it h  lo ca t in g  a n d  m a in t a in in g  file s  fo r a n n u a l fin a n c ia l 

a u d it .  
• Assis t s  w it h  Ca l Ca rd  re co n c ilia t io n  a s  n e e d e d . 
• Cre a te s  a n d  ru n s  va rio u s re p o rt s fo r a ll d e p a rt m e n t s  a s 

re q u e st e d .  
 

Co m m u n ica t io n : 
• Assis t s  w it h  t e le p h o n e  sys t e m  a d m in is t ra t io n  d u t ie s . 
• Gre e t s  a n d  d ire c t s vis it o rs t o  a p p ro p ria t e  p e rso n , scre e n s 

m a n a g e m e n t  ca lls , loca t e s  e m p lo ye e s fo r ca lle rs , a n d  d ire c t s 
ca lle rs to  o r a ss ist s  ca lle rs  w it h  p ro g ra m  a n d  w orksh o p  
in fo rm a t io n  a n d  fillin g  o u t  t h e  Dis t ric t s o n lin e  fo rm s, if 
n e ce ssa ry. 

• Ha n d le s t e le p h o n e  ca lls , t a ke s m e ssa g e s , se cu re s p ro p e r 
n a m e s, t e le p h o n e  n u m b e rs , a n d  e xt e n sio n s; p rovid e s a n sw e rs 
t o  g e n e ra l q u e st io n s fro m  t h e  p u b lic .  

• P ro ce sse s , log s , a n d  d e live rs  a ll in co m in g  m a il. P ro ce sse s a ll 
o u tg o in g  m a il: co p ie s , t yp e s , p rovid e s  p ost a g e , a n d  d e live rs  t o  
p o st  o ffice  w h e n  re q u ire d . Ha n d le s  a ll sp e c ia l a n d /o r ove rn ig h t  
m a il in c lu d in g  Fe d e ra l Exp re ss , UP S, Exp re ss  Ma il, a n d  ce rt ifie d  
m a il. 
 

Ge n e ra l Ad m in is t ra t ive  Su p p o rt : 
Ma y a ss is t  in  t h e  fo llo w in g  d u t ie s  in  t h e  a b se n ce  o f t h e  
Ad m in is t ra t ive  Assis t a n t  I/II: 
• Re sp o n sib le  fo r t h e  fo llo w in g  d u t ie s  in  t h e  a b se n ce  o f 

t h e  Ad m in is t ra t ive  Assis t a n t  I/II: 
• Assis t s  w it h  p re p a rin g  fo r a c t ivit ie s  a sso c ia t e d  w it h  

Dis t ric t  sp e c ia l a n d  o n g o in g  e ve n t s  a n d  a c t ivit ie s . 
• Re sp o n sib le  fo r fa c ility o p e n in g  a n d  c lo s in g  

p ro ce d u re s , in c lu d in g  ou t s id e  b a t h ro o m s a n d  
g a rd e n . 

• Ma in t a in s fro n t  lo b b y c le a n lin e ss , lo b b y flye rs , a n d  
c re a te s  fa c ilit y c losu re  s ig n s .  

• P e rfo rm s g e n e ra l re co rd s m a n a g e m e n t  d u t ie s 
in c lu d in g  cre a t in g  a n d  m a in t a in in g  file s , ce n t ra l 
filin g , a rch ive s , lib ra ry, e le c t ro n ic  s to ra g e , a n d  
p u rg in g  o u t -o f-d a t e  file s w h e n  re q u ire d . 

• Ord e rs Dis t ric t  Bu sin e ss Ca rd s  a s n e e d e d .  
• P rovid e s  c le rica l su p p o rt  a n d  w o rd  p ro ce ss in g  

a ss is t a n ce  to  t h e  Ad m in is t ra t ive  Se rvice s 
De p a rt m e n t . 

• P e rfo rm s re la t e d  d u t ie s o r sp e c ia l p ro je c t s a s 
a ss ig n e d . 

• P roo fre a d s  a g e n d a s , m in u t e s , a n n o u n ce m e n t s , 
le t t e rs , re p o rt s , a n d  o t h e r m a t e ria ls  a s  re q u e st e d . 

• Fo r Dis t ric t -sp o n so re d  e ve n t s , a ss ist s w it h  o rd e rin g  
fo o d  a n d  roo m  se t  u p , n a m e t a g s , g u e st  lis t s , a n d  
o t h e r b a s ic  t a sks . 

• Fo r a ll e ve n t s , e n su re s  t h a t  ro o m s a re  re se rve d  
a p p ro p ria te ly, fo rm s a re  s ig n e d , roo m s a n d  fu rn it u re  
a re  se t  u p  a p p ro p ria t e ly, a n d  m a in ta in s 
co m m u n ica t io n  w it h  e ve n t  h o st s . 

• P re p a re s a n d  se t s  u p  fo r a ll Dis t ric t  m e e t in g s , 
in c lu d in g  s t a ff m e e t in g s , a n d  c le a n s u p  a ft e rw a rd s .  

• Re sp o n sib le  fo r m a in t a in in g  co p ie r, in c lu d in g  
p rog ra m m in g  u se rs . 

• Mo n ito rs  a n d  re co rd s vis it o r d a t a . 
• Ru n s e rra n d s  a s  re q u e ste d . 
• Su p p ort s m a in te n a n ce , o rg a n iza t io n , a n d  t id in e ss o f 

Dis t ric t  k it ch e n  a n d  co m m on  a re a s . 
• Ma in t a in s Dis t ric t ’s  Ou t loo k sh a re d  ca le n d a rs . 
• Ma in t a in s  a p p ro p ria t e  le ve ls  o f o ffice , k it ch e n , 

ja n it o ria l, a n d  fa c ilit y su p p lie s . 
• Co ord in a t e s  Dis t ric t  w id e  ja n it o ria l a n d  la u n d ry 

se rvice s w it h  ve n d o r. 
• Ga t h e rs  a n d  p re p a re s re cyc lin g  fo r d isp osa l. 
• Se rve s  a s  b a cku p  fo r a ll a d m in is t ra t ive  d u t ie s 

p e rfo rm e d  in  t h e  a b se n ce  o f t h e  Ad m in is t ra t ive  
Assis t a n t s . 

• P e rfo rm s a n y a d d it ion a l d u t ie s a s  n e e d e d  o r 
a ss ig n e d . 

 

http://www.cbwcd.org/jobs


COMP ENSATION & AP P LICATION P ROCESS  
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CO MP ENSATIO N:  Th e  p osit ion  o ffe rs a  co m p e t it ive  sa la ry w ith  a  
h ig h ly a t t ra c t ive  b e n e fit s p a cka g e . Th is is a  p a rt -t im e  h o u rly/n o n -
e xe m p t  p o sit io n  w it h  a  s ta rt in g  h o u rly ra te  b a se d  o n  t h e  
co m p e t it ive  la b or m a rke t  a n d  t h e  su cce ssfu l ca n d id a t e ’s 
q u a lific a t io n s . Th e  s a la ry ra n g e  fo r  t h is  p o s it io n  is  $ 24 .73-
$ 32.4 4  p e r  h o u r  (3% COLA e ffe c t ive  J a n u a ry 1, 20 26 ). 
 

Th e  b e n e fit s  b e lo w  a re  o n ly o ffe re d  t o  re g u la r  fu ll-t im e  
e m p lo ye e s  o f t h e  Dis t r ic t : 

 
RETIREMENT: Th e  Dis t ric t  con t ra c ts  w it h  t h e  Ca lifo rn ia  P u b lic  
Em p lo ye e s’ Re t ire m e n t  Syst e m  (Ca lP ERS) fo r re t ire m e n t  
b e n e fit s . For e m p lo ye e s  in  Ca lP ERS p rio r t o  Ja n u a ry 20 13, t h e  
re t ire m e n t  form u la  is  2.0 % a t  60  a n d  t h e  Dis t ric t  p a ys t h e  
e m p lo ye e  p o rt io n  of t h e  Ca lP ERS b e n e fit . Fo r e m p lo ye e s  n o t  in  
Ca lP ERS p rio r t o  Ja n u a ry 20 13, t h e  re t ire m e n t  fo rm u la  is  2.0 % a t  
62 a n d  t h e  e m p lo ye e  p a ys  7.75% o f t h e  Ca lP ERS b e n e fit . Th is  is 
p ro vid e d  fo r fu ll-t im e  a n d  p a rt -t im e  s t a ff w o rkin g  a t  le a s t  1,0 0 0  
h o u rs  p e r ye a r. P a rt ic ip a t io n  in  a  4 57 d e fe rre d  co m p e n sa t io n  
p la n  is a va ila b le  t h ro u g h  Ca lP ERS De fe rre d  Co m p e n sa t io n  P la n . 
En ro llm e n t  is  vo lu n ta ry a n d  10 0 % e m p lo ye e  p a id . 
 

HEALTH CO VERAGE (MEDICAL/DENTAL/VISIO N): Th e  Dist ric t  
o ffe rs m e d ica l, vis io n , a n d  d e n t a l h e a lt h  co ve ra g e  fo r fu ll-t im e  
s t a ff t h rou g h  t h e  Assoc ia t io n  o f Ca liforn ia  W a te r Ag e n c ie s Jo in t  
P o w e rs In su ra n ce  Au t h o rit y (ACW A-JP IA). Me d ica l in su ra n ce  
ch o ice s in c lu d e  Ka ise r HMO a n d  a  va rie t y o f An t h e m  Blu e  Cro ss 
in d ivid u a l a n d  fa m ily p la n s . Vis io n  co ve ra g e  is p ro vid e d  b y VSP  
a n d  d e n t a l co ve ra g e  is p ro vid e d  b y De lta  De n ta l. Th e  Dist ric t  
fu n d s  u p  t o  $2,337.50  a  m o n th  fo r h e a lt h  co ve ra g e  a n d  
e m p lo ye e s  a re  re sp o n sib le  fo r p a yin g  t h e  b a la n ce  o ve r t h a t  
a m o u n t .  
 
LIFE AND AD&D INSURANCE: Life  in su ra n ce  is 10 0 % p a id  b y t h e  
Dis t ric t , p ro vid in g  $50 ,0 0 0  for fu ll-t im e  s ta ff, w it h  a n  a d d it io n a l 
Acc id e n t a l De a th  a n d  Dism e m b e rm e n t  co ve ra g e  a va ila b le  a t  
e m p lo ye e s’ e xp e n se .  
 

LONG/SHO RT TERM DISABILITY: Lo n g  a n d  sh o rt -t e rm  d isa b ilit y 
in su ra n ce  is 10 0 % p a id  b y t h e  Dis t ric t  fo r fu ll-t im e  s ta ff. 
 

HOLIDAYS: Th e  Dis t ric t  o b se rve s 12 p a id  h o lid a ys a n d  2 p a id  
flo a t in g  h o lid a ys  t h ro u g h o u t  th e  ye a r. 
 

VACATIO N: Th e  Dis t ric t  p ro vid e s fu ll-t im e  e m p lo ye e s  w ith  96 
h o u rs  o f a n n u a l va ca t io n  a cc ru a l, in cre a s in g  t o  160  h o u rs  a ft e r 10  
ye a rs  o f se rvice s . P a rt ‐Tim e  Em p lo ye e s: No t  e lig ib le  fo r p a id  
va ca t io n . 
 

SICK LEAVE: Re g u la r fu ll‐t im e  e m p lo ye e s a cc ru e  s ick le a ve  a t  
t h e  ra t e  o f 8 0  h o u rs p e r ye a r a n d  m a y a cc ru e  u p  t o  a  m a xim u m  
o f 176 h o u rs . (1 h o u r fo r e ve ry 30  h o u rs w o rke d  for p a rt -t ie  
e m p lo ye e s) 
 

HO W  TO  AP P LY: Se e  fu ll job  d e sc rip t io n  a n d  a p p ly o n lin e  a t  
cb w cd .o rg /jo b s . P le a s e  fill o u t  t h e  o n lin e  a p p lic a t io n  in  it s  
e n t ire t y a n d  u p lo a d  a  c o ve r  le t t e r  a n d  re s u m e . On ly co m p le t e  
a p p lica t io n s w ill b e  co n sid e re d . 
 

Firs t  re vie w  o f a p p lica t io n s  w ill b e  Mo n d a y, Au g u s t  11, 20 25. Th is  
re cru itm e n t  is  o p e n  u n t il fille d  a n d  m a y c lose  a t  a n y t im e .  
 

Th is  re c ru itm e n t  w ill b e  h a n d le d  w ith  s t ric t  co n fid e n t ia lit y. Th e  
Dis t ric t  w ill re vie w  a n d  sc re e n  a p p lica t io n s  a n d  in vit e  q u a lifie d  
ca n d id a te s t o  a n  in te rvie w . Re fe re n ce s for fin a lis t  w ill b e  
co n t a c t e d  a ft e r a  ca n d id a t e  is se le c te d .  
 

EQ UAL OP P O RTUNITY EMP LO YER: Th e  Dis t ric t  is  co m m it te d  to  
re cru it in g  a n d  re ta in in g  a  h ig h ly q u a lifie d  a n d  d ive rse  w orkforce . 
It  is  t h e  Dis t ric t ’s  g o a l t h a t  p e o p le  of a ll ra ce s , g e n d e rs , co lo r, 
e t h n ic it y, re lig io n , n a t io n a l o rig in  o r a n ce st ry, a g e , m a rit a l s ta t u s , 
se xu a l o rie n t a t io n , g e n d e r id e n t it y, d isa b ilit y, m e d ica l co n d it io n , 
p re g n a n cy, ve te ra n ’s s ta t u s , o r a sso c ia t io n  w ith  in d ivid u a ls w ith  
t h e se  ch a ra c t e ris t ics  h a ve  a cce ss t o  Dis t ric t  e m p lo ym e n t  
o p p o rt u n it ie s . Fo r a d d it io n a l in fo rm a t io n , p le a se  co n t a c t  (90 9) 
626-2711 o r jo b s@cb w cd .o rg .  
  
 
 
 

 THE IDEAL CANDIDATE  
Th e  id e a l ca n d id a te  w ill e s t a b lish  p ro fe ssio n a l w o rkin g  re la t io n sh ip s 
w ith  a ll le ve ls o f t h e  org a n iza t io n  a n d  w o rk e ffe c t ive ly w ith in  t h e  
Ad m in is t ra t ive  Se rvice s De p a rtm e n t . Th is in d ivid u a l sh o u ld  b e  
e n e rg e t ic , se lf-m o t iva te d , se rvice  orie n te d , d e ta il o rie n te d , fle xib le , a n d  
b e  a b le  t o  m u lt i-ta sk e ffe c t ive ly in  a  q u ick p a ce d  e n viro n m e n t . Th e  
su cce ssfu l ca n d id a te  sh o u ld  b e  a b le  t o  w o rk in d e p e n d e n t ly w ith  
m in im a l d ire c t io n  a n d  b e  a  t e a m -p la ye r.  
 

Re ce ive s  d ire c t  su p e rvis io n  fro m  th e  Assis t a n t  Ge n e ra l Ma n a g e r. Th e  
in cu m b e n t  in  t h is p o sit io n  d oe s n o t  ro u t in e ly e xe rc ise  su p e rvis io n .  
 

EDUCATION AND EXP ERIENCE  
Min im u m  Hig h  Sch o o l Dip lo m a  o r GED is re q u ire d . An y co m b in a t io n  o f 
fo rm a l o r in fo rm a l t ra in in g  a n d  e d u ca t io n  t h a t  p ro vid e s th e  a b ilit y t o  
re a d  a n d  w rite  En g lish  a t  a  le ve l re q u ire d  o f a ss ig n e d  d u t ie s , 
su p p le m e n te d  b y sp e c ia lize d  c le rica l t ra in in g .  
 
Min im u m  of s ix (6) m o n th s  t o  on e  ye a r o f b a s ic /in t e rm e d ia t e  e xp e rie n ce  
su ch  a s a  fro n t  d e sk re p re se n ta t ive , a d m in is t ra t ive  c le rk, a d m in is t ra t ive  
a ssis ta n t , o r re le va n t  c le rica l e xp e rie n ce .   
 
Ab ilit y t o  t yp e  35+ w o rd s  p e r m in u t e  w ith  sp e e d  a n d  a ccu ra cy.  

 
Co n ve rsa t io n a l Sp a n ish  sp e a ke r is p re fe rre d , b u t  n o t  re q u ire d .   

COMP ETENCIES 
 

Kn o w le d g e  of: 
• Ba sic /in te rm e d ia te  te ch n ica l e xp e rie n ce  in  Mic ro soft  Office  p ro d u c t s , 

a n d  Ad o b e  Acro b a t . 
• Ba sic  office  p roce d u re s , kn o w le d g e  o f o ffice  e q u ip m e n t , g e n e ra l filin g  

t e ch n iq u e s a n d  s t a n d a rd  te le p h o n e  e t iq u e t te /t e ch n iq u e s . 
• En g lish  u sa g e , sp e llin g , vo ca b u la ry, g ra m m a r, a n d  p u n c t u a t io n . 
• Re se a rch  a n d  re p ort in g  m e th o d s , t e ch n iq u e s , a n d  p roce d u re s . 
• Min im u m  o f 1-2 ye a rs  o f b a s ic  c le rica l/a d m in is t ra t ive  e xp e rie n ce  

d ire c t ly re la te d  t o  t h e  p rim a ry d u t ie s  a n d  e sse n t ia l fu n c t io n s , 
p re fe ra b ly w ith  a  p u b lic  a g e n cy.  

• Qu ickBo o ks e xp e rie n ce  (in vo ic in g , fin a n c ia l re p ort s , b a n k s ta t e m e n t  
re co n c ilia t io n , a cco u n t s  p a ya b le , a cco u n t s  re ce iva b le ) is  d e s ire d , b u t  
n o t  re q u ire d . 

 

Skills in : 
• St ro n g ly Cu sto m e r/Clie n t  se rvice  o rie n te d .   
• Ba sic  te ch n ica l skills .  
• Ba sic  o ra l a n d  w rit te n  co m m u n ica t io n  p ro fic ie n cy.  
• P ro fic ie n t  t yp in g  a n d  10 -ke y p a d  skills .  
• P ro fic ie n t  te ch n iq u e s  fo r re co rd  ke e p in g , re p o rt  p re p a ra t io n , a n d  

w rit in g .   
• P ro p e r En g lish , sp e llin g , a n d  g ra m m a r.  
• Ba sic  p rin c ip le s o f m a th e m a t ic s .   
• St ro n g  cu sto m e r se rvice  skills .  
• Ab ilit y t o  w ork in d ivid u a lly a n d  a s  p a rt  o f a  t e a m , u n d e r g e n e ra l 

su p e rvis io n .   
• Ab ilit y t o  p rio rit ize  a n d  o rg a n ize  w o rkloa d .  
• De ta il o rie n te d .   
• Co m p ly w ith  t h e  Dis t ric t ’s  p o lic ie s  a n d  p roce d u re s .  
• Est a b lish  a n d  m a in t a in  co o p e ra t ive  re la t io n sh ip s  w ith  in te rn a l a n d  

e xte rn a l co n t a c t s in  t h e  co u rse  of w o rk.  
• P ro je c t  a  p rofe ss io n a l im a g e  a n d  co m m u n ica te  e ffe c t ive ly b o th  o ra lly 

a n d  in  w rit te n  fo rm , w ith  p ro p e r En g lish  u sa g e .   
• Sa fe ly a n d  e ffic ie n t ly u se  a  va rie t y o f h a n d  t oo ls , c le a n in g  so lu t io n s , 

a n d  e q u ip m e n t  in  t h e  p e rform a n ce  o f ja n it o ria l a n d  office  t yp e  w o rk.  
• Use  g oo d  ju d g m e n t  in  t h e  p e rfo rm a n ce  o f t yp ica l a n d  sp e c ia l w o rk 

a ssig n m e n t s , p a yin g  p a rt icu la r a t te n t io n  t o  d e t a ils  a n d  jo b  sa fe t y.  
• P ro o fre a d  d ocu m e n t s t o  e n su re  a ccu ra cy in  sp e llin g , p u n c t u a t io n , 

a n d  g ra m m a r.  
• Ad m in is t e r Dis t ric t ’s te le p h o n e  syste m , a s re q u ire d .  
• Assis t  t h e  Ad m in is t ra t ive  Se rvice s  Ma n a g e r w ith  p ro je c ts  w h e re  

n e e d e d .   
• W o rk sa fe ly a n d  e ffic ie n t ly w ith  g e n e ra l su p e rvis io n .  
• Assis t  w ith  t h e  o p e ra t io n  a n d  t ro u b le sh o o t in g  o f s t a n d a rd  o ffice  

e q u ip m e n t  (co p ie r, fa x, p rin t e rs , com p u te rs).  
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