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SPECIFICATIONS: (Continued) 
 
SUPERVISION EXERCISED: 
         

Direct Supervision: 
No direct report employees. 

         
Indirect Supervision: 
No indirect reports. 

         
CONTACTS: 
         

Internal Contacts:         
Level of internal contact is extremely infrequent with virtually no contact beyond the immediate work 
unit/area. Interaction involves routine information exchange and/or simple service activity requiring 
common courtesy; e.g., answering questions, giving directions in response to simple requests. 

         
External Contacts: 
Level of external contact is extremely infrequent with virtually no outside contact. Interaction 
involves routine information exchange and/or simple service activity, which requires common 
courtesy; e.g., directing calls and answering simple questions. 

 
PHYSICAL EFFORT: 
The position occasionally requires stooping or bending.  Occasional very light lifting, such as three or four 
reams of papers or books (up to 20 pounds or an equivalent weight) may be required. 

 
WORK ENVIRONMENT:         
There are no major sources of discomfort, i.e., essentially normal office environment with acceptable 
lighting, temperature and air conditions. 
 
PHYSICAL SKILL: 
Requires the ability to make coordinated gross motor movements in response to changing external stimuli 
within moderately demanding tolerances; or the ability to make coordinated eye/hand movements on a 
patterned response space within low tolerance demands with no real speed requirements. 
 
MISCELLANEOUS: 
All duties and responsibilities may not be included in the above job description. 
 
JOB FAMILY:       
     Office Assistant 
     Administrative Aide 
     Senior Office Assistant 
     Executive Office Assistant 
     Office Supervisor 
     Office Service Manager 
 
Effective: October 1990 
Revised: March 2017 


