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Cutler-Orosi Joint Unified School District 

 

Office Assistant I 

Salary Range: Range 16 FLSA: Non Exempt Unit: Classified  

 
 

DEFINITION 
 
Under the direction of an assigned supervisor, provide a variety of office support activities to an assigned 
department or school site, which may include word processing, data entry and organization, telephone 
and counter reception, record keeping, report preparation and filing; provide information and assistance 
to the public; and perform related duties as assigned.   
 
 

SUPERVISION RECEIVED AND EXERCISED 
 
Receive general supervision from assigned supervisory or management personnel.  Exercise no 
supervision of staff.  
 

CLASS CHARACTERISTICS 

This is an entry-level class in the clerical support series and provides diversified clerical support to an 
office’s operations. Initially under close supervision, incumbent with basic clerical experience will perform 
basic office and office support duties, including document preparation, record keeping, researching, 
compiling and organizing information; screening phone calls, visitors, mail and directing questions to the 
appropriate staff.  As experience is gained, assignments become more varied and are performed with 
greater independence.  Work is usually supervised while in progress and fits an established structure or 
pattern.  Exceptions or changes in procedures are explained in detail as they arise.   
 

EXAMPLES OF ESSENTIAL FUNCTIONS 

Incumbent may perform any combination of the essential functions shown below.  This position 
description is not intended to be an exhaustive list of all of the duties, knowledge and abilities associated 
with this classification, but is intended to accurately reflect the principal job elements. All of the duties 
listed below are considered to be “essential” with the exception of “Other duties as assigned.” 

 
 Perform a wide variety of routine office office duties, including word processing, filing, preparing 

records, ordering, maintaining and storing office and other related supplies. Operate a variety of 
office equipment, including: a copier, fax machine, postage meter, calculator, typewriter and a 
computer. 



Page 2 of 4 
Office Assistant  I 

 Verify and review forms and reports for completeness and conformance with established regulations 
and procedures. 

 Copy, collate and distribute a variety of documents; gather, assemble, update and distribute a variety 
of information, forms, records and data as requested; ensure proper filing of copies in office files.  

 Answer and screen telephone calls; greet and assist students, parents and other visitors and direct 
them as appropriate; respond to complaints and requests for information by assisting in interpreting 
and applying regulations, policies, procedures, and rules.  

 Maintain school/program budgets; maintain student body account, reconciling bank statements, issue 
checks. Collect and account for various monies received, issue receipts and maintain records; secure 
monies and process according to established procedures.  

 Assist with the monitoring of all time accounting records for personnel. 
 May enroll and register new students; input and activate student data in school system as needed; 

inactivate student system records and process paperwork for students leaving the school or program; 
send or request student records and transcripts from other districts; process transcript requests for 
current and former students. 

 Create, prepare, record, input, maintain, review and update student academic, testing, attendance, 
cumulative files and health records; ensure accuracy and proper maintenance of student records and 
files manually and in computerized information systems; retrieve information as required.  

 Compose, type, format and proofread a variety of routine documents; check drafts for punctuation, 
spelling and grammar; suggest corrections. Ensure the timely distribution of reports and records. 

 Process and distribute incoming and outgoing mail; order and store office and other supplies; assist 
in processing and tracking purchase requisitions for materials; prepare request for payment. 

 Assist with coordinating substitute coverage as needed. 
 May translate reports, correspondence, minutes, handouts and other documents; attend meetings 

and may provide translation services for parents and staff as needed. 
 Administer first aid to ill or injured students and staff; perform CPR; dispense medication or other 

approved treatments and procedures to students according to physician, parental instructions and 
District policy in emergencies; notify parents of ill or injured students as needed. 

 Assist other office personnel in their duties as may be assigned. 
 Perform other related duties as assigned. 
 
 

QUALIFICATIONS 
 
Knowledge of and Ability to: 

 Use modern office practices, computer equipment and applications, including word processing, 
database and spreadsheet applications. Use basic principles of record keeping and file maintenance. 
File materials alphabetically, chronologically and numerically. 

 Use positive techniques for providing a high level of customer service by effectively dealing with 
parents, students, community members and staff. Use tact, patience and courtesy.  

 Observe all District safe work practices and policies; use proper lifting techniques. 
 Maintain personal appearance, grooming and language that provide a satisfactory example to pupils. 
 Maintain consistent, punctual and regular attendance. 
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 Understand and follow oral and written instructions using proper English, spelling, vocabulary, 
grammar and punctuation; use English effectively to communicate in person, over the telephone 
and/or in writing; apply common sense understanding to carry out instructions provided. 

 Possess the personal characteristics generally recognized as essential for public employees, 
including the demonstration of: integrity, initiative, emotional maturity, dependability, good judgment 
and ability to work cooperatively; be reliable and have the ability to empathize. 

 Maintain confidentiality regarding students, parents, staff and others.  
 Learn and understand the operation of the District as necessary to assume assigned responsibilities; 

use tact, initiative, prudence and independent judgment within policy and legal guidelines. 
 Establish and maintain cooperative and effective working relationships with others. 
 Be motivated to produce a high quality work product; Organize own work; meet schedules and time 

lines; complete work with many interruptions. 
 Use basic math and cash accounting skills including decimals, fractions and percentages to compute 

records for reporting, make change and reconcile accounts; maintain accurate records. Add, 
subtract, multiply and divide quickly and accurately. 

 Perform responsible clerical support work with accuracy, speed and minimal supervision.  
 Use proper etiquette to effectively prioritize multiple phone calls and other requests for service. 
 Compose correspondence and reports independently or from brief instructions 
 Handle medical emergencies and injuries in a calm effective manner; provide basic first aid and CPR. 
 Observe and control student behavior according to approved policies and procedures. 
 Type at 45 WPM corrected. 
 Meet the physical demands and environmental elements required by the position.  
 
EDUCATION AND EXPERIENCE:  
 
Education: 

 High school diploma or equivalent. 

Experience:  
 

 Sufficient training and experience to demonstrate the knowledge and abilities listed above. 
 One year office experience involving dealing with the public preferred. 

LICENSES AND CERTIFICATIONS: 
Licenses and Certifications are conditions of initial and continuing employment. 
 
 Possession of or ability to obtain a First Aid Certificate and CPR Certificate within the first six (6) 

months of employment. 
 Possession of and ability to maintain a valid California Driver’s License. 
 Submit, at applicants own expense, his/her DMV motor vehicle driving record at the time of 

appointment.  Failure to meet this requirement may result in disqualification. 



Page 4 of 4 
Office Assistant  I 

 Mileage reimbursements are available for employees required to drive a personal vehicle.  
 
OTHER REQUIREMENTS 

 Skill/performance tests may be required for this position.  These may include, but are not limited to, 
writing, reading, math, excel and other job based skill/competence assessments.   

 Bilingual in Spanish preferred. 
 Maintain personal responsibility for maintenance of all licenses and permits.  

 

WORKING CONDITIONS 

The work environment and physical demands of the position as described are representative of those 
that must be met by an employee to successfully perform the essential functions.  Reasonable 
accommodations may be made to enable individual to perform the essential functions of a specific 
position. 
 
PHYSICAL DEMANDS 
 
Must possess mobility to work in a standard office setting and use standard office equipment, including a 
computer.  Vision abilities required include close vision, color vision, distance vision, peripheral vision, 
and the ability to adjust focus; vision to read printed materials, a computer screen and to drive a vehicle 
to conduct work.  Hearing and speech abilities required to communicate in person and over the 
telephone.  This is primarily a sedentary office classification although standing in work areas and walking 
between work areas may be required.  Finger dexterity is needed to access, enter and retrieve data 
using a computer keyboard, typewriter keyboard, or calculator and to operate standard office equipment.  
Employee in this classification occasionally bends, stoops, kneels, reaches, pushes and pulls drawers 
open and close to retrieve and file information and removes items from shelves and boxes, reaches 
overhead, above the shoulders and horizontally.  Employee must possess the ability to lift, carry, push 
and pull materials and objects up to 35 pounds. 

 
ENVIRONMENTAL ELEMENTS 

Employee primarily works in an office environment with moderate noise levels, with constant 
interruptions, controlled temperature conditions and little direct exposure to hazardous physical 
substances.  Employee may interact with upset or hostile staff and/or public and private representatives 
in interpreting and enforcing departmental policies and procedures. Stress is an integral part of this job in 
dealing with people and meeting deadlines and workload requirements.  Employee may be exposed to 
blood, infectious diseases and body fluids when rendering First Aid and/or CPR. 
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