FULL-TIME

OFFICE SERVICES ASSISTANT

The Charter Township of Redford is accepting applications for the full-time position of Office Services Assistant.  An employee in this class performs a variety of clerical duties pertinent to an office or department.

Salary: Starting, $15.63/hr - plus partial paid health insurance, retirement, vacation, holiday pay and more.
Among the Requirements:  Keyboarding at 40 words per minute, proficient in the use of Microsoft Word and a high school diploma or G.E.D.

Only completed applications along with a copy of your high school diploma or G.E.D. will be considered.  Resumes will NOT be accepted.  Apply in person from 9:00 AM to 4:00 PM at:

REDFORD TOWNSHIP PERSONNEL OFFICE

15145 BEECH DALY RD.

REDFORD, MICHIGAN 48239

(313) 387-2761
or send a self-addressed stamped envelope with 58 cents postage to the address above.

CLOSING DATE FOR FILING:   FRIDAY, MAY 16, 2008
The Charter Township of Redford is an Equal Employment Opportunity Employer.

March 12, 2001

REDFORD TOWNSHIP EMPLOYEES’

CIVIL SERVICE COMMISSION

OFFICE SERVICES ASSISTANT

DEPARTMENT:  Various Departments              REPORTS TO:  As Assigned

Purpose:

Performs clerical, reception and associated duties in support of the work of a department, division or unit.

Essential Functions: Essential functions, as defined under the Americans with Disabilities Act, may include, but are not limited to the following duties, responsibilities, tasks, knowledge, skills and other characteristics. This list of Duties and Responsibilities is ILLUSTRATIVE ONLY, and is not intended to be considered a comprehensive listing of all functions and tasks performed by positions in this class.

Example Duties/Responsibilities:

Receives, directs and routes phone calls; assists caller to identify correct person, department or work unit; responds to routine inquiries; transfer calls to appropriate township offices, departments and/or individuals; provides general information and assistance to callers; greets and assists people who walk-in requesting service and information; receives and receipts money paid for admission, services or products; keyboards routine correspondence, forms reports and other documents; sorts and distributes mail; provides back-up clerical support to offices and work units involving numerous responsibilities and assignments; performs other duties as assigned or required.

Minimum Qualifications:

High school diploma/GED.  One year of general clerical or secretarial experience.  Keyboarding ability of 40 words per minute.  Proficiency in the use of the Township’s current software.  

Ability to compare names and numbers accurately and to make arithmetic computations.

Knowledge/Skills:

· Familiarity with the Township's offices, departments, locations, addresses and employees; 

· Familiarity with Township policies and procedures;

· Familiarity with basic Township services;

· Familiarity with the basic duties and responsibilities of Township employees;

· Familiarity with basic clerical, file maintenance, and record keeping principles;

· Familiarity with telephone switchboard operations and call handling procedures;

· Familiarity with computer operation utilizing a variety of software.
