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HAWTHORNE

City of Good Neighbors

CITY OF HAWTHORNE
HUMAN RESOURCES DEPARTMENT
CLERK TYPIST
Class Specification

JOB SUMMARY

Under general supervision, performs a variety of routine clerical support duties including
typing, maintaining records, duplicating materials, compiling information using paper
or electronic systems, and general public support; and performs related duties as
assigned.

SUPERVISION RECEIVED

The Clerk Typist reports to a Department Head, manager or designee.

ESSENTIAL DUTIES AND RESPONSIBILITIES

The following is a list of typical duties assigned to the classification. The duties included on this
list are examples and are not intended to be all-inclusive or restrictive.

Performs clerical work including proofreading, skilled typing, data entry, checking and
recording information on records for correctness, sufficiency of information and
compliance with court rules, policies, procedures and practices;

Answers telephones and greets customers at public counters; may respond to routine
inquiries about department procedures;

Assists the public by phone, and in-person with routine departmental transactions and/or
inquiries;

Open and distribute mail, including date and time stamping receipt and delivering to
appropriate staff member for processing; review incoming mail, documents, verifying
appropriate fees are included;

Makes copies and collates materials for distribution.

Process purchase orders and accounting invoices/payments pursuant to department
budget;

Performs other related duties as assigned.

MINIMUM QUALIFICATIONS

Education, Training & Experience

Graduation from High School (or GED equivalent); and,
One (1) year of administrative experience working in a local government, legal office,
and/or government agency.
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Licenses, Certifications and/or other Special Requirements

e Avalid class C California driver’s license and ability to maintain insurability under the
City’'s vehicle insurance policy.

KNOWLEDGE, SKILLS, AND ABILITIES

¢ Knowledge of standard administrative procedures, practices, and equipment;

¢ Knowledge of common legal terminology, documents and procedures;

o Knowledge of techniques of record keeping, report preparation, filing methods, and record
management;

¢ Knowledge of proper grammar and the ability to communicate clearly, both verbally and in
writing.

e Skill in researching, compiling and summarizing information;

o Ability to follow verbal and written instructions and carry out assignments to their completion.

¢ Ability to perform data entry, scanning, indexing, and retrieval with computer information
systems;

e Ability to establish and maintain effective working relationships with fellow employees and
the public.

e Ability to deal tactfully and courteously, and to establish and maintain cooperative
working relationships with the general public and City staff.

e Ability to process invoice for payments as required by Finance Department

e Ability to process subpoenas and clerical work as requested by the prosecutors

e Ability to research and look-up court docket entries for criminal cases.

FLSA Status: Non-exempt
Bargaining Unit: HMEA

Civil Services Status: Classified
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