
RESOLUTION NO. 91-95 

A RESOLUTION OF THE LODI CITY COUNCIL 
APPROVING THE AMENDED CLASS SPECIFICATIONS 

FOR ADMINISTRATIVE CLERK 1/11, AND ADMINISTRATIVE CLERK 111. 

RESOLVED, that the Lodi City Council does hereby approve the 
amended class specifications for Administrative Clerk 1/11, and 
Administrative Clerk 111, as shown on Exhibits A and B attached hereto. 

Dated: June 5 ,  1991 

I hereby certify that Resolution No. 91-95 was passed and 
adopted by the Lodi City Council in a regular meeting held June 5, 
1991 by the following vote: 

Ayes : Council Members - Pennino, Pinkerton, Sieglock and 
Snider 

Noes : Council Members - None 

Absent: Council Members - Hinchman (Mayor) 

for Alice M. Reimche 
City Clerk 

91-95 
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DEFINITION: 

To provide a variety of routine to moderately difficult office support to 
various City departments and offices, which may include public contact, 
providing information, recordkeeping, specialized processing related to the 
department to which assigned, typing, word processing, and establishing and 
maintaining file systems; and to perform related work as required. 

(- 

DISTINGUISHING CHARACTERISTICS: 

Administrative Clerk I is the entry level of the City's office series. 
Incumbents learn and perform a variety of office support and general 
clerical duties requiring the acquisition of knowledge of departmental and 
City procedures. This class is flexibly staffed with Administrative Clerk 
11, and incumbents normally advance to the higher level after gaining 
experience and achieving proficiency which meet the requirements f o r  
Administrative Clerk 11. 

Administrative Clerk I1 is the fully qualified, journey level class of this 
series, competent to perform a variety of office support and clerical 
duties. Positions are characterized by the presence of guidelines from 
which to make decisions, and the availability of supervision to resolve 
non-routine problems encountered. 

SUPERVISION RECEIVED AND EXERCISED: 

Administrative Clerks I initially receive close supervision. As experience 
is gained, there is greater independence of action within established 
guidelines. Administrative Clerks I1 work under general supervision from 
higher Level clerical staff, or professional or inanagerial personnel. 

Administrative Clerk I1 nay direct the work of part-time or temporary 
clerical staff, but is not considered a lead level of classification. 

EXAMPLES OF DUTIES: 

Duties may include, but are not limited to, the following: 

Performs a variety of support duties related to the work unit to assist 
staff in various office and public activities. 

Serves as receptionist; receives and screens callers and visitors; provides 
information regarding City or unit practices and procedures to a 
variety of parties and the general public. 

Gathers information from individuals or reference sources to complete and 
process various forms, records and applications; and contacts 
individuals to obtain additional information. 

Enters and retrieves data from on-line or stand-alone computer systems, 
following established formats; operates computer systems to generate 
reports and perform other automated processes; performs various file 
maintenance activities related to computer systems. 

requisitions and orders, and others specific to the organizational unit. 

may require the use of routine arithmetic calculations. 

Maintains records and processes forms, such as time records, purchase 

posts and transcribes data, prepares and updates a variety of reports, which 

Establishes and maintains office files, and researches and compiles 

Types correspondence, reports, forms and specialized documents related to 
L information from such files. 

the functions of the organizational unit to which assigned from drafts, 
notes, dictated tapes, or brief instructions, using a typewriter or 
word processor. 
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EXAMPLES O F  DUTIES ( c o n t i n u e d ) :  

P roof reads  and checks typed  and o t h e r  materials f o r  accu racy ,  comple teness ,  
compliance w i t h  depa r tmen ta l  p o l i c i e s ,  and correct E n g l i s h  usage  
i n c l u d i n g  grammar, p u n c t u a t i o n ,  and s p e l l i n g .  

Copies ,  assembles and d i s t r i b u t e s  r e p o r t s  and o t h e r  w r i t t e n  materials. 
Col lec ts  f e e s ,  i s s u e s  r e c e i p t s ,  adds sums of f i g u r e s ,  and per forms r e l a t e d  

Performs such o f f i c e  suppor t  a c t i v i t i e s  as opening  and d i s t r i b u t i n g  mail, 

(- 

b a s i c  computat ions.  

p rocess ing  outgoing  m a i l ,  and o r d e r i n g  o f f i c e  s u p p l i e s .  

M I N I M U M  QUALIFICATIONS 

Knowledqe o f :  

Basic o f f i c e  p r a c t i c e s  and p rocedures ,  i n c l u d i n g  f i l i n g  and t h e  o p e r a t i o n  of 
s t a n d a r d  o f f i c e  equipment.  
Correct Eng l i sh  usage ,  i n c l u d i n g  s p e l l i n g ,  grammar, and punc tua t ion .  
Basic b u s i n e s s  a r i t h m e t i c .  

Level  I :  

Level  I1 ( I n  a d d i t i o n  t o  t h e  r equ i r emen t s  of t h e  I ) :  
Bus iness  l e t t e r  w r i t i n g  and t h e  s t a n d a r d  format  for  typed  m a t e r i a l s .  
Po l i c i e s ,  p rocedures ,  p r o c e s s e s  and forms r e l a t e d  t o  t h e  depar tment  t o  which 
a s s igned .  
Basic b u s i n e s s  d a t a  p rocess ing  p r i n c i p l e s  and t h e  u s e  of word p rocess ing  
equipment.  

A b i l i t y  t o :  

Develop and ma in ta in  e f f e c t i v e  working r e l a t i o n s h i p s . w i t h  t h o s e  c o n t a c t e d  i n  
t h e  cour se  of  t h e  work. 
Understand and c a r r y  o u t  o ra l  and w r i t t e n  i n s t r u c t i o n s .  
Main ta in  a c c u r a t e  r e c o r d s  and f i l e s .  
Make a c c u r a t e  arithmetic c a l c u l a t i o n s .  
Perform d e t a i l e d  c ler ical  work a c c u r a t e l y .  
T y p e  a c c u r a t e l y  a t  a n e t  r a t e  of  45 words p e r  minute  from p r i n t e d  copy. 
Main ta in ing  a t t e n t i o n  t o  d e t a i l  d e s p i t e  i n t e r r u p t i o n s .  
Communicating t a c t f u l l y  and e f f e c t i v e l y  w i t h  t h e  p u b l i c .  
Learn s p e c i a l i z e d  p r o c e s s i n g ,  p rocedures  and o f f i c e  suppor t  t a s k s  r e l a t e d  t o  
t h e  department  t o  which a s s i g n e d .  

Level  I: 

Level  I1 ( I n  a d d i t i o n  t o  t h e  r equ i r emen t s  of t h e  I ) :  
Organize  and ma in ta in  o f f i c e  f i l e s .  
Compose r o u t i n e  cor respondence  from b r i e f  i n s t r u c t i o n s .  
U s e  i n i t i a t i v e  and sound independent  judgement w i t h i n  e s t a b l i s h e d  g u i d e l i n e s .  
Opera te  s t a n d a r d  o f f i c e  equipment i n c l u d i n g  a word p r o c e s s o r  and c e n t r a l i z e d  
t e l ephone  equipment.  
P r i o r i t i z e  work and c o o r d i n a t e  s e v e r a l  a c t i v i t i e s  s imul t aneous ly .  

EDUCATION AKD EXPERIENCE: 

Any combination e q u i v a l e n t  t o  educa t ion  and e x p e r i e n c e  t h a t  would l i k e l y  
p rov ide  t h e  r e q u i r e d  knowledge and abi l i t ies  would be  q u a l i f y i n g .  
combinat ion  i s  : 

A typical  

! Level  I:  
i Educat ion : 

Equiva len t  t o  complet ion of h igh  schoo l  i n c l u d i n g  comple t ion  of s p e c i a l i z e d  
c l e r i ca l  coursework. 
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DEFINITION: 

To p r o v i d e  d i f f i c u l t ,  complex a n d  s p e c i a l i z e d  o f f i c e  suppor t  t o  v a r i o u s  C i t y  
o f f i c e s ;  to p r o v i d e  l e a d  d i r e c t i o n  a n d  t r a i n i n g  t o  a small g r o u p  o f  
A d m i n i s t r a t i v e  C l e r k s  1/11 or related s t a f f ;  and  t o  p e r f o r m  related work as 
r e q u i r e d .  

DISTINGUISHING CHARACTERISTICS: 

T h i s  c l a s s i f i c a t i o n  p e r f o r m s  t h e  more complex a n d  d i f f i c u l t  c l e r i c a l  a n d  
o f f i c e  s u p p o r t  work r e q u i r i n g  s p e c i a l i z e d  knowledge a n d  s k i l l s  related t o  
t h e  d e p a r t m e n t  i n  wh ich  a s s i g n e d ,  and  t h e  u s e  o f  a h i g h  d e g r e e  of 
i n d e p e n d e n t  j udgemen t ,  a n d / o r  f u n c t i o n s  as a l e a d  worke r  i n  t h e  
A d m i n i s t r a t i v e  C l e r k  c lass  series. S p e c i a l i z e d  knowledge may i n v o l v e  
f u n c t i o n i n g  as a n  a d v i s o r  t o  h i g h e r  l e v e l  p e r s o n n e l  on  C i t y  practices o r  
p r o c e d u r e s .  

SUPERVISION RECEIVED AND EXERCISED: 

T h i s  c l a s s i f i c a t i o n  works u n d e r  t h e  g e n e r a l  s u p e r v i s i o n  of m a n a g e r i a l  s t a f f ,  
or h i g h e r  l e v e l  c l e r i ca l  s t a f f .  I n s t r u c t i o n s  r e c e i v e d  are g e n e r a l l y  i n  t h e  
fo rm o f  o b j e c t i v e s  a n d  d e s i r e d  e n d  r e s u l t s ;  work r e v i e w  is b a s e d  on  e n d  
r e s u l t s ,  and  d e t a i l s  o f  accompl i shmen t  are l e € t  t o  t h e  incumben t .  

Incumbents  i n  t h i s  c l a s s i f i c a t i o n  may f u n c t i o n  as l e a d  w o r k e r s  o v e r  a small 
g r o u p  o f  a d m i n i s t r a t i v e  c l e r k s  a n d  r e l a t e d  s t a f f ,  i n c l u d i n g  p l a n n i n g ,  
p r i o r i t i z i n g ,  a s s i g n m e n t ,  a n d  r e v i e w  of work, p r o v i d i n g  t r a i n i n g  and  
i n s t r u c t i o n ,  c o r r e c t i n g  work i n  p r o g r e s s ,  a n d  p r o v i d i n g  i n f o r m a l  c o u n s e l i n g  
a n d  f e e d b a c k  t o  employees  r e g a r d i n g  work i s s u e s .  ' EXAMPLES O F  DUTIES: 

D u t i e s  may i n c l u d e ,  b u t  are  n o t  l i m i t e d  to,  t h e  f o l l o w i n g :  

c 

R e s e a r c h e s  and  a s s e m b l e s  complex i n f o r m a t i o n  from a v a r i e t y  of s o u r c e s  f o r  
t h e  c o m p l e t i o n  of f o r m s ,  t h e  p r e p a r a t i o n  of reports, or s p e c i a l  
p r o j e c t s .  

u s e  o f  s i g n i f i c a n t  j udgemen t  and  t h e  i n t e r p r e t a t i o n  of policies,  r u l e s  
or p r o c e d u r e s .  

Pe r fo rms  v a r i o u s  t e c h n i c a l  p r o c e s s i n g  of forms, a p p l i c a t i o n s  or procedures 
r e q u i r i n g  i n - d e p t h  s u b p r o f e s s i o n a l  knowledge of t h e  d e p a r t m e n t ' s  
f u n c t i o n s .  

a d m i n i s t r a t i v e  c l e r k s  or c l o s e l y  related c l a s s i f i c a t i o n s .  

and  c o m p l e t i o n  of a s s i g n e d  work. 

o p e r a t i o n s ,  p a y r o l l ,  a n d  b u d g e t s ;  co l lec ts  f e e s ,  a n d  i s s u e s  r e c e i p t s .  

s t a f f  i n  complex s u b p r o f e s s i o n a l  o f f i c e  a c t i v i t i e s .  

d e p a r t m e n t a l  f i l i n g  s y s t e m s  and  r e c o r d s .  

documents f rom d r a f t s ,  n o t e s ,  d i c t a t e d  t a p e s ,  o r  b r i e f  i n s t r u c t i o n s  
u s i n g  a t;rpewriter or word p r o c e s s o r ;  may compose r o u t i n e  
c o r r e s p o n d e n c e  dnd b r i e f  r e p o r t s .  

and  c o m p l i a n c e  w i t h  d e p a r t m e n t a l  p o l i c i e s  a n d  r e g u l a t i o n s .  

P r o v i d e s  i n f o r m a t i o n  t o  t h e  publ ic ,  C i t y  s t a f f ,  a n d  o t h e r s  t h a t  requires t h e  

P r o v i d e s  l e a d  d i r e c t i o n ,  t r a i n i n g ,  a n d  work r e v i e w  t o  a small g r o u p  of 

S e t s  p r i o r i t i e s ,  a s s i g n s  a n d  m o n i t o r s  t a s k  c o m p l e t i o n  to  e n s u r e  c o o r d i n a t i o n  

Makes arithmetical o r  r o u t i n e  s t a t i s t i c a l  c o m p u t a t i o n s  re la ted t o  d e p a r t m e n t  

Pe r fo rms  a v a r i e t y  o f  suppor t  d u t i e s  r e l a t e d  t o  t h e  work u n i t  t o  assist 

Oversees or p e r f o r m s  t h e  e s t a b l i s h i n g ,  o r g a n i z i n q  a n d  m a i n t e n a n c e  o f  complex 

Types complex a n d  s e n s i t i v e  c o r r e s p o n d e n c e ,  r e p o r t s ,  fo rms  a n d  s p e c i a l i z e d  

P r o o f r e a d s  and  c h e c k s  t y p e d  a n d  o t h e r  materials f o r  a c c u r a c y ,  c o m p l e t e n e s s ,  
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E)(AMPLES O F  DUTIES ( c o n t i n u e d  \ : 

E n t e r s  and retrieves d a t a  f rom a n  o n - l i n e  compute r  s y s t e m ,  i n c i u d i n q  
g e n e r a t i n g  r e p o r t s  f rom e s t a b l i s h e d  menus,  and  a d v i s i n g  o t h e r s  o n  
r o u t i n e  s y s t e m  o p e r a t i o n s .  

A t t e n d s  t o  a var ie ty  o f  o f f i c e  a d m i n i s t r a t i v e  d e t a i i s  s u c h  as o r d e r i z q  
s u p p l i e s ,  a r r a n g i n g  f o r  t h e  repair o f  e q u i p m e n t ,  t r a n s m i t t i n g  
i n f o r m a t i o n ,  a n d  k e e p i n g  r e f e r e n c e  materials u p - t o - d a t e .  

making a p p o i n t m e n t s .  

c 
May ac t  as a r e c e p t i o n i s t ,  r e c e i v i n g ,  s c r e e n i n g  and d i r e c t i n g  ca l l e r s ,  aca 

Reviews compute r  p r o d u c e d  reports for  a c c u r a c y  and x&es c o r r e c t i o n s .  
Operates a v a r i e t y  o f  s t a n d a r d  o f f i c e  equ ipmen t .  

MINIMUM QUALIFICATIONS 

Knowledge of :  

Lead worke r  p r i n c i p l e s  and  p r a c t i c e s .  
O f f i c e  management p r a c t i c e s  a n d  p r o c e d u r e s ,  i n c l u d i n g  filinq s y s t e m s  and  t ke  
o p e r a t i o n  of s t a n d a r d  o f f i c e  equ ipmen t .  
Fo rma t s  and  materials f o r  t y p e d  mater ia ls .  
Basic b u s i n e s s  arithmetic, i n c l u d i n g  p e r c e n t a g e s ,  d e c i r c a l s ,  ,ind f i s c a l  
r e c o r d k e e p i n g .  
Correct E n g l i s h  u s a g e ,  i n c l u d i n g  s p e l l i n g ,  q r a x x a r ,  and p c n c t E a t i o n .  
Policies and  p r o c e d u r e s  r e l a t e d  to  t h e  d e p a r t m e n t  to  wnich a s s l q n e d .  
Basic b u s i n e s s  d a t a  p r o c e s s i n g  p r i n c i p l e s  and  t h e  use of word p r o c e s s l n q  d n c  
o t h e r  common commercial s o f t w a r e .  

A b i l i t y  to: 

P r o v i d e  t r a i n i n g  a n d  l e a d  d i r e c t i o n  to o t h e r s .  
O r g a n i z e ,  p r i o r i t i z e  a n d  c o o r d i n a t e  work a c t i v i t i e s .  
Read a n d  i n t e r p r e t  rules, p o l i c i e s ,  a n d  p r o c e d u r e s .  
O r g a n i z e ,  r e s e a r c h  a n d  m a i n t a i n  o f f i c e  f i l e s  a n d  r e c o r d s .  
Deal t a c t f u l l y  and  e f f e c t i v e l y  w i t h  t h o s e  c o n t a c t e d  i n  t h e  c o u r s e  of t h e  
work. 
Make a r i t h m e t i c  c a l c u l a t i o n s  w i t h  s p e e d  a n d  a c c u r a c y .  
Compose r o u t i n e  c o r r e s p o n d e n c e  f rom b r i e f  i n s t r u c t i o n s .  
U s e  i n i t i a t i v e  a n d  sound  i n d e p e n d e n t  j udgemen t  w i t h i n  e s t a b l i s h e d  g u i d e l i n e s .  
Operate s t a n d a r d  o f f i c e  equ ipmen t  i n c l u d i n g  word p r o c e s s i n g  a n d  c e n t r a l i z e d  
t e l e p h o n e  equ ipmen t .  
Type a c c u r a t e l y  a t  a n e t  rate of 45 n e t  words per m i n u t e  from p r i n t e d  copy .  

EDUCATION AND EXPERIENCE: 

m y  c o m b i n a t i o n  e q u i v a l e n t  t o  e d u c a t i o n  and  e x p e r i e n c e  t h a t  would l i k e l y  
p r o v i d e  t h e  r e q u i r e d  knowledge a n d  ab i l i t i e s  would be q u a L i E y i n g .  
c o m b i n a t i o n  is: 

A t y p i c a l  

E d u c a t i o n :  

E q u i v a l e n t  t o  c o m p l e t i o n  o f  h i g h  s c h o o l  i n c l u d i n q  c o m p l e t i o n  o f  s p e c i a l i z e d  
cleri.ca1 cour sework .  

( E x p e r i e n c e :  
L 

Two y e a r s  of r e s p o n s i b l e  j o u r n e y  l e v e l  c le r ica l  e x p e r i e n c e  a t  a Level  
e q u i v a l e n t  t o  t h e  C i t y ’ s  A d m i n i s t r a t i v e  C l e r k  11. 
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TJICENSES AND CERTIFICATES 

Possession of a v a l i d  Driver's License ( c l a s s  C) issued from t h e  California 
Department of Motor Vehicles. c 

I 

i 


