
66l=.CITY OF PORTLANO

INTER - oFFttrE troRRESPoNoENce
(NOT FOR HAILING}

From

To

Addressed to

Subject

.ZEd Warmoth, Model Cities Coordinat April 27, L970

Mayor Schrunk

Staffing for Model CiLies Agency

Here is a sunrtrary of the 11 new positions and a salary adjustment
for one existing position which have been requested by Mr, KenneEh
Hampton, Acting Director of the Model Cities Agency.

We should discuss Ehe proposals and confirm the action that is to be
t aken .

The att

16

ached organization chart shows:

Authorized Positions which are filled (Outlined in red and
shaded with red), These posiEions were either authorized by
1969-70 City Budget or added by later ordinances. The salary
adjustment is for the position of Technical Assistant-Resources,
filled by Tom Brunnn.

8 Authorized Positions which are vacant (Outlined in red but not
shaded). These vacancies result primarily from employee separaEions
or promotions. The agency has been advertising to fill the vacan-
cies and I expect reconunendations and G-70 forms to be coming through
shorEly.

11 New Pos itlons (Outlined in blue) These positions are primarily
to increase program staff to aid working conmriEtees, conEact agencies,
prepare application forms and reports for HIID, and monitor the
technical performance on project contracts, While all the positions
are Lo be established nov, they r^rould be phased in for recruitlng and
training purposes,

This total of 35 positions is comparab le to the staffing which was originally
proposed to HllD for the program. (en llampton has di.scussed the plan with
HUD Leadman Zoltan Szigethy. It appears that program administration funds
from HIJD for Ehe First Action Year (Sept, L, 1969 - Aug. 31, 1970) will cover
the increased positions since we have been operating with a reduced staff.
The request to HIID for funds for the Second Action Year (Sept. 1, 1970 -
Aug. 31 , L97l) ui11 be due in June. Incidentally, most of these positions
have been projected in the Agencyrs city budget papers for l97O-7L.
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PROPOSflI) IJ,1'AI^i'IIIG -- I{!D1:;L CrtI;lS'>J..t.t Cr

Info Systen Advisor 11OO
Evaluation Speciall,st
Data Systens Spocielist Ll-IO
Program Analyst SpccLalistUJO
Ad.nLnlgtrattvo As6t. 1111
Resources 1ech. Asst. L3l5

Po si tlon

Di rcc to r
rlsst. To Diroctor

4d.mln. i,igt. Coordinator
Fin$ncisI Speciallst
Bookecping Aesistaat
0ffice Iisnager
Scnior Stenograpber
Iteceptioni st
lypist C3.ork
Typist Clerk
Info Systems r{lle CIcrk
!lessengerJ'Iachinc 0p

61/5673.OA-769.24
7e/wtt.20-570.10

i5/g'.t2.Bc.612. oo
49/s429.60-512. BO

45/'-i3}L.60-455.20
39 /$320-80-381.60'
5o/$442.4O-528. OO

47 / 34o+.eo-4}r.20

SrIar:r Ran,ge CounciL Aplroved Pro no scd

Vaca:et
Cordon

osbuobirl (.,1)

Petett
St. Johns
Paschal
Snuno

Pcge
3 l..,rl1 e

C asey
l.icCranoy
Jackson
!id(inney
fiicks*

Yacant
Ualker
Vaca.at
Vacaat
Vacent

Eanpton
Yacant

Iaacey
LyDay
YacaD.t
Yacaat

Citizen Partlc. Coord. 1200
Citizen fnvol. Speciallst 1212
Public Info Specia).ist 1211
CP Planning dssb. LZ?l
CP I'lanning Asst. L222

ss/;ilz.eo-512. oo
1e/$n.2o-77o.40
,2/i?54.4O-7]-t.20
+2/3349.oo-416. Bo
28/}ZLB.40-n3.60
22/5L71.50-218.40
22/;t71 .60-218. 40
22/ 3t73.60-218. 4o
22/,;A73,50-218.40
2O/i160.80-204. OO

5t/$455.20-513.20
3s/sr20.eo-l8r.60
42/ tJ49.60-416.80
28/;zLA.40-?73.60
2A/$zLB.4O-Zt3.60

55/5tz,ao-6tz.oo
47 /1o4.8u483.20
47 / ,:'o: .80-;,a3. 20
2A/ 1tB.1,0-271.60
28/?t8.4c-.27r.60

' 55/5tz.ao-612.00
45/3sL , 6O-,t55.20
2A/zt1.40-271.60
2A/zLB.40-271.60
2A/2;..8.4b271.60
28/2L8.4c-?r.t5.60

CD,,t#

1000
1010

1)OO
l1L2

t510
t35t
L540
r152

1500
I51I

Phyeical
Pr:,y si ca1
PtrysicaJ.
Pnysical
Pnysical

Soclal
SoclaI
Social
SociaI
Social
Social

Prog. Coo'rd.
Plan Specialist
Ecou. Specialist
P lanning Aset.
Planniug Aest.

Prog. Coord. 1400
Progran Special.ist 1411
Plaaning .Asst. L42l
Plenaing Aost. L422
Planniag Aest.
Planaj.ng,teeto

Deputy Director
Typlst Clerk
Typlet CIerlc
SociaI Program Speciallet
Socia] Plannlng Aeet.

4s/38L,60-455.20



SAIARY ADJUSTMENT

This position now has a flat salary rate of $349.60 bl-weekly, set by the
L969-70 city budget docurnent, It has been filLed for l-O-months at this rate
by Mr. Tom Brunm, The recorunendation of Mr. Hampton (See letter at.tached) is

step t'b at $416.80 for Mr. Brr:rm, (A somewhat similar position of Grants
Coordinator with Mut tnomah County has a range of $395-460 bi-weekLy)

NEW POSITIONS

Evaluation SpeciaList -- Range ll49 ($429.60 - $512.80) This is a key technical
position calling for expertise and leadership abillty in the field of evaluation.
The employee wiLl work with the systems and lnformation staff, pLus the physical
and social staffs, to design and supervise evaluation activities, The plan
for evaluatioo activitl.es must be submltted with the application to HllD for the
Second Action Year or the application wlLl not be considered.

Bookeeping Asslstant -- Range 1t32 ($254.40 - $311.20) Mr. Johnson compared this
position to i10510 Accounting Assistant, Range ll29 ($228 - $283.20) and suggesEed
that the saLaries should be comparable.

Physical Environment Program Specialist -- Range 1l'47 ($404.80 - $483.20) rhis
ls a top leve1 technical position, reporting to the Physical Coordinator.

(2) Physical Environment Planning Assi-gtant -- Range il28 ($218.40 - $273.60) rhis
is the entry level activlty for progran development. No plannlng assistants are
authorized at this time for the physical program. A11 planning assistants wiLL
be placed in the a:utre range. A flat maximum of $244.80 has been used in the
Past.

Soclal Environment Program Special-ist Range ll45 ($38i.20 - $4s5.20) rhis
is a top Level technical position, reporting to the Social, Coordinator.

(2) Social Environment Planning Assistant -- Range ,t28 ($218,40 - $273.50) See
explanation in physical planning assistant section. This would add two positions
to the two plannLng assistants currentLy authorized for social programs.

Messenger-Machlne 0perator -- nange li20 ($160.80 - $204.00) This position is
needed@ve1c].er1ca1andprogramstafffrouroutineactivitie8.
Messenger service will include operation of an automobile for pick-up and
dellvery of urgent communications, suppl"ementing the regular delivery service.

(2) C1,erk-Typist -i Range ll22 ($L73.60 - $218.40) One of these positions w111 be
used to support program staff and the other wilL be an information sysEem flle
clerk, Bob Johnson has suggested that we identify them both as Clerk Typist and
allon the Model Cities Agency Eo assign a special rrorking titl-e.
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tlodel tiries ROOM 210 ' 5329 N.E. UNION AVENUE

Phone 288-7051

April 9,'1970

The Honorable Mayor Terry D. Schrunk
City Hall, 1220 S, l,I. sth Avenue
Portland, 0regon 97204

Dear Mayor Schrunk:

Enclosed please find the following posit'ions t
addition to the staff of CDA, along with each

I. Evaluation Specialist/

oREGON 97211

e approved by your office for
ary range:

Portlond

ob
sal

Range - 49
Bi-Weekly Salary - $429.60 - $512.80

2. Bookkeepin0 Assistant tz
Range - 32
Bi-Weekly Salary - $254,40 - $31'1.20 /

3. Phys'icafJgvironment Program SpecialJst(Economic)
Baaseffi17f -

', . Bi-Weekly Sala$r - $404.80 - $483 .?0----'
,)- \-*

4, Physical Environment Planning Assistant 12) /
Range - 28
Bi-Weekly Salary . $218.40 - $273.60

5, Social Program Planning Assistant (2)/
Range 28
Bi-Weekly Salary - $218.40 - $273,50

6. Messenger-Machine 0perator-/
Range - 20
Bi-titeekly Salary - $160.80 - 9204.00

7. Clerk-Typist r--;: r'
Range -- i6-- lZ2
Bi-l,Jeekly Salary - $t35.20 - $.173.60

8 Infonnation Systqr
Range - Jd- g1-'
Bi-tleekly Salgry -

/
Gtfi,

sF

$1

ile Clerk,,

35.20 - $173.60

Very tru'ly yours,

Ken Hampton
Act'ing Director

6 o

Enc'l osures
JAP; sh

4l I 4o
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dRoom 210.5329 N.E. UNION AVE]tUE od
Phone 288-7O51 oREGON 57211

Memo Aprll 21, 1970

To: Ed Harmoth

Subject: Soclal Program Specialiet

Please include thie position for approval. It was Lnadvertently left
out in our haste to submLt the prlor posLtione for approval.

If necessary, forward copies to M Johneon and ilr. e.

. Al ton Page

cc: Ken Bampton

Portlond
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EY;il J,I\f i(tli S!Lil/il-IS,

SALARY IiAIJI"]i:

B i -l,tEE KL Y

$429.60 - $512.80

SUIt14AftY
4?

The Evaluation Specia'l ist'; s y'esponsib'l e for the deveio;r;lent and'inlrienlenta-
tion of evalLiation plans. der.'e10pfl'renL of ev.rluative.i.ools, conductirrg evai-
tiativc analysis and for the coordination o1 sv..,. lr.rative activi L'i c.s r"elaled
to the pi'ool'iiiii! anci prrtjec'cs v.lithin rhe compreiiensive plan.

CONT R.Oi- S

The [i,aliratir,rr Specialist vrorks with Inforrnaiiorr Systeils seclion and is
respcnsible to the Deputy Director.

DUT I;S

1 Deveiop overall evaluation plans arrd anai.yze them for adequacy.

2, Analyze prcgrarn and project objectives for substance a.nd measural',il'i i::',1

deve'lop appropri atc. measures.

3, Deve'l op and implement morritoring schcmes for prograras and projects.

4. Concjuct evaluative research and analysis,

5, Develop evaluative criteria, and identify evaluat'ive data.

6, Monitorccntracts related to evaluative activities.

7. hlrite evaluetive reports for djstrjhution tn suFervj:;or) si.a[f rr;'rc cit'i -
zet'!s.

Mal<e recclmmendations for prograrn and project improvements and for on-course
adjustments of projects irr execution.

. Ass'ist in deveiopirrg evaluation budgiet.

iJA!.. i FI CAT] ONS

At lcast u hlachelor's degree in the Social licieuces and at lcast two (2)
valuation anrl at least

l<noi;1t:dr;e t,f appiir-.rl :rtatislics r^li j I i-rc rer,1rr:rc-d. Atrj i

one o'f the l,loCe'l
deal with. A r^rorkinq
j t.y t.o corirlirLlni cate

tritir peoirle t'rill be hiciri.r, essenL'i al. l,'i;ri'ki:ri ebif it1 r1o lvrite evalualivr-:
r'tiicl'1; s is dr-:sir-"d.

B

9

years experi ence in prcjects requiri ng moitoring anC e
one (l ) of bh-.se pro,jccts rvj I I natch the contpi exi t3,' of
Cities pro;ects thiit the incuinbent will be reiiirireci i;u



suti i.\RY

The Bookkee
trairring an
Spec'ial i st.

p'l lrg
dpe

;l(JliEr.. CITI[5 ]Lii:ii(:'/
l;l.ii:9 i,i , E . Uriion /\vr-:,,r,;l - ilo,.riii ill0

Poi'f I ;inl , Oregorr 9i?i1

POS]TI OI,I

tlOOKI€[P I NG ASS ] SrA,,T

*+iHnili+n

$254.40 - $311,20?an tt
q

/issistani is a resl.ronsible protL:ssicnal positicn requiring techriica'l
rforms duties under the control and is repons'i bl e to the Financial

CONTROLS

llorks Cirect'iy under the direction of the Finaiicia'i Speciaiist.

DUT I EJ

I . l'lakes ie<iger book entr"ies.

2. Prepares f inancia.'l i'eports.

3. Assists in ther design of accourtting systems ancl procedures.

4. i{ainta'ins and files financ-ial documents.

5, Assis,ts in the processing requ'i sitions, ta'l 'l ies, invoices, petty cash and pay-
rol I records.

QUALITICATI()NS

At least one (l) year formal training in
double-entry Account-inq. In lieu of the
experience in doubJe-.entry A.ccounting and

sirress School or College in the al'ea of
ove requirements, at least cne (1) year
ccouni'ing systems will be acceptable.

Bu

ab
A
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SirL.AirY Pi i,l.!
B I-trEEKi r

$404.80 - $483.20
P^t&c 4?

.l Ui'rl rrJ, i. I

Tirtr Phi'sic.il Enyironrilent Pr{ir;r;tli Specialist r+crks un:ier the direction o'{'thir
Pi;.vsica1 [riyirc,tirient Progt'anr {jccrciinat0r, ilis responsittl ity 'i ncir.rdes cr,n1.r'n-
u0us pl ann irig anci eval uation 0f the pliysi ca'l aspeci:i of the I'iodcl Ci ti ers pT ,r-
,:rrai;r irrasi coirt'd'i naticn cf the econoiiic, tra;'rsportaiion and housing pru;ecrs;
the dcvt'l.rpn.:ni. aird writing oi'tecl-rnical rep6rts; the provision of techrrical
ass istair.:e to cit'i zeris; and presentjng and exp'l ain'i ng proposals to comrnittees and
ot,irer e 

T tuirS.

CCNTIi,Ji !

Thjs is r;ro cf tlic phl,5jsal Ely-i rcnment Progran Specia'l ist positions diri:ctly
urrd$i'l.he i)llr"sical Er'vjr.)i",r;,enr Prograni Cocroirrator'. The Pr"ogram Specia'i 'i st.
filay Ieil'esriir-t tire PIoqJ'a,rr Cr-,ot-'11'lnatoa at nteetings 0f put.rlii: and pri vat.a ilgln-
c'i es in ajl rri;it,tei^s pertai;ring to his specialty.

DUT] i:3

To assi st the Fr*gr,trn Coordi n.itot" i n deve'l opi ng vrork programs.

l^lriting detai'led projer:'u pl"oposa1 s.

l'lake reconmenrlations on methods for achieving comprehensivity projects
dcsign:.

To pt'otr ide techn'i cal assistance t0 the Citizeris' LJorking [orrr. ittees on
phys i r:al pl'ogriiflts .

The establ ishrneirt o'F program objectives, strateg'ies, and budgets fcr
PhYs i ca l LlroEraiils ,

Achieve max'irrruin efficiei'rcy from funding and operacing a5tencies.

Provide tecliri icitl assisfnrice to;gencies operating or seekirrg to operate a

l{udel Cil;ics p-,c,ject.

toorcin;te ihe dei,elcpment progra,*s of pubf ic, private. anC non-profit
ag:n':.'ic,s.

?

3

4

E

6

7

o
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priYsICAL tNVIRoNMINT PROiRAi4 SPECIALIST [tCfrl.i0l{ICi - Canti nued

UAL I i:I CAT IONS

Candidates must possr:s one of the following requirernrents:

I. Master's degree in Econornic or re'lated ficlds, plris one (l) ycar of experi-
ence, or

?, Bache'l or's degree from an accredited co1 lege or university preferably in
Economic or Business Adrninistration or related fields.

a 0r have a Bachelor's degree plus four (4) years experience in a field
related Lo economic development and/or housing and mortgaging activities.

0r have six (6) years experience in a responsib'le psoition dealing with
business deve'l opment.

4
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l_. .J n ii)n Av{rnLr,r - Iiloin 2I0
ri , 0regon 9;'? ll

P0sr lIOii

t,tiYs ;(Al_ ENVI R0!,iiiIirl
t'i.Aiiiil ilC ASSiSTAiiT {2)

SAI iritY I.l\llGE

BI-lilEEl(l,Y

$2.l8.40 - $27;:.60(st*e zl
S'ii.lr'1,rtl1Y

lhe Ph),sic.il EnvircnrienL Pic.rrnirrg irssistant (LanC Use Plannir-.:3 or Economj c)
wori'rs iriidei" ti:e rlirection oi the Physicai Env'irorrirent Progrcm Special ist;
he is ultirireieil; rl5psnsible to the Physical Erlrirorrinent Prcgran Coorrj;na-
tor. His r'es1:onsibll'i ties eril.ails assjstjng tire Program Specialist to car,.y
out. the continuous p'l annirrg i''un.ti0ns and evailuation of the physical aspects
of f-itc-r i'4odel Cities prograin ii'eas. He is also responsible for assi:;t'i ng tiie
Prc!ri:;i S;rcia1 ist in r:onducting research arrd interpreLation thereoi'; the
ceriii-)j ji',tjori o'i and urriting of v;ricus reportsl ancl jn5u'r'ing that cit.iz:ens;'
and ot.he r groi.ril:; rece j vc ihe rrqr;;lsary techn j cal ass istance.

Crllll'ri[]t".S

Thesc tr,ro positi0ns arc,lirectlv tt,tcier the Physir:a1 Snvironrcnt Progrr:n
Coor'dinaLcr. "lhe Phys'i cal Environment Prcgram Spec'ia1 ist has ulrimale
resirarnsibi lity fori n:rr ing that the assistants are functionirig :n nacessar.y
areas. Therefore, t.he []h.].sicai Environment Planning Assistants are respon-
siblcr to the Physical [nvii'oirnent Program Coordinator for their^ corr(luct.

DUTI ES

To assjst the Program Specialjst in carrying out work prcgramsi propo.sals
and projects designs.

To insure citizens gr'oups have acccss to adequate technical a.ssistance
rcsources,

l" i. l riii

2

2

4

Carr,v oui: pr"ogram ol''ject'! ve:;, strategies, and budgct requir'emerits.

to alI request'i ng agencies in regard toProvide technical assistance
any physical prograflr.

cift-I0us

The Ph.ysicai Environ;ri:.nt Planrring; Ass'i stant rn'rst have haci fotrr (4) years
of experiorrce with plr.ysical pF0,-0tcr;rs or conntunjt.y organizations, or r(:lated
work anC erperience. l\pp1 icant rrus+" i:re able to ccmnurrricate eflectiveiy arrd
v;ork r';i th pcLrpl e and ci^1;.rni zat'i ons.
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MODEL CITIES AGENCY

5329 N.E. Union Avenue - Roorn 201
Portland, Oregon 97zLL

POSITION

SOCIAL PROGRA}4 SPECIALIST

SALARY RAI'ICE

STJMMARY

Bi-weekly
+.7{f+frfir-
731.6o- fss.zo

The Social Program Specialist works under the direction of the Social
Envi-ronment Program Coordinator wiLh responsibility for continuous plan-
nlng and evaluation of the employmenr- and economic development prograrns,
IIe formulates plans and designs and conducts investigations, lnterprets
research results and prepares reports.

Thls is one of six Program Specialist positlons dlrectly under the Social
Environment Program Coordinator. The Coordlnator has overall responsibil-
lty for developing the comprehensive program p1an. The Social Program
Speclalist works under the direction of the Coordinator. May represent
the Coordinator at meetings of public and private agencies in all matters
pertaining to his specialty.

DUTIES

1. Develop work programs in cooperation with the Local , State, Federal
agencies, including evaluation and monitoring for operatlng agencies.

2. Works with comrnittees and residents
Jects and activi ties.

in identifying and devetoping pro-

3. Conduct program analysis and investigation.

4. Preparing reports - responsible for organization of report using the
appropriate style in presenting the report.

QUALITTCATToNS

The Social Program Specialist must fulfill one of the following requirements:

A. Have a Bachelors Degree in Social Science, and two (2) years of responsible
experience in the Soclai" Service area with disadvantaged persons; and/or

B. l,lust have been responsibly employed in public assistance program, prefer-
ably training in monitoring and information systems requirements for at
least two (2) years, and in addiEion have at least. two (2) years experi-

. ence in social work sufflcient enough to be acutely aware from first
hand knowledge of social problerns.

(enee ,d
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li . L , Llrriot'r Avcirit,: * [,,ocirr 2l i{]
iior i; i arirl , Cr'egor'r Yl1:11

i:'0S iTI trl{

50[JIiL PRCGRAI.I

PLlil,lllii\irl ASSISTAIIT (2)

SALARY RANC-'

BI -I,JTEKLY

$21e.40 - $$273.60
c^Nac 33

SUI'il4.tr.i.:Y

The I'r'..r3ram Fiarirring A!s-i s'ia,tt':s requireil to wcrrk ''riih the liocial Errv'iion-
r,errb Prograru Coordinaiior arld the Social Program Special ist. Periorins dut.ies
in plannirig. ir,rplcnrentabion, and evaluation of social rrrograms. Tlrjs lill
incluCe consunrer protection, health, welfare, and other soci.rl services.
Assists the 5,oc'ial Proltram Spscialjsts in conduct'ing f-rrcEram int,esti$ations,
interpretaticn of t'esearch results, and the preparation of reports.

COI{-iROLS

This posi tion is irr the Soc'i al Erivironmerrt and Social Environrnent Prcg';'an
Coo'r'clinatcr has the overal I respons'i bility i'or direcIing the act.ivity. Tlte
day-to-<iay acLivit"v will he directeci by the Program Specialist.

o!_r'i I ES

Assist Program Specialist in col Iecting background information duririg
the planning and ries'igning of investigations,

Appiy acceptable rnethods and techniques in conducting the investigation
and abi I i t-v to chcck detai I s.

Prepare reports ciescribing and il lustrat'i ng work which substantiates
procedures and findings.

Assi st vari orrs l,rorki ng conmi Ltees by gat.heri ng fircrteri al and i nf ornatt cn
neerled, and atterrdance vrhen assigned to srrch comrn ittees,

I CATI ONS

The Social Prograni Pl:lnning Assistant must have a high school educri.icn and
at least two (Z) .years of exl'rerience with social pFLrlffcliu agtencies ui'crmrnLrnity
organizations. -l'raining ;rrrd experi'ience in group rclations are it:s iii,h'i e.
l"larl,.ed abilit;v to ccnrmunicate anci relate with peopie is clesiralile; or olhet'
relatcd experiences nla,y be substituted for a portiorr of these qua'l ificnt'i oris.

i'1?o
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PCSIT]Oi.I

i.;i. 5s.I NliI ir-Mi\cli i ii [ 0tE irATctl

S/.LARY RA\;i:
BI -l^lui:l(L Y

$160.80 - $204.00

?e$3e b
The lielsengc.r-l'lachinr: Operatoi' w'! l'l be responsible lor the care and usage
of al I oif j ce rnachi nes . ile wi l'i a'l so be resirorrs i lrl e f or del i'rery arid pj ck-
tup of materials fronr ochr:r agenc'ies as necessa'r'y.

COiITROI.S

The l'lessengei"-l,1achine 0perator w'ill be respr:nsib'l e to !,he 0ffice Manager.

UUI'i ES

Dei'ivel" and pick-up cor"respondence fram Ci iy Hal1.

Del ivel and pick-up cor:",1r;poncience from lueritin-q aEenL'i es; del iver
special corresponCcirce to ttre CPB rnerirbers; del iver nackaEes tocr expen-
sive to be r,railed; and dc:liver corresponden(:e to working com;iil"tees.

i'iailirrg of CDA corresponclence at the close of each :vcrrk-aay.

l,Jhen not engaged in the above'l isted duties, he vJji'l be responsible
for operacing the office machines.

alJ&l-tj![U-rd!

This is a training pos'i tion for cventual staff uo*gruding. The I'isssenger-
l"lachine Operator" shoulC lrave a h'i gh school educai'i on or t,ie equive.''l ent.
(G.E.D. wil'l be acceptable.) lie shoulci have a valid drivers license and
a safe driving record.

?

?

4



This is the posit'ion occupied by Mrs. Garnett Hic
l1ll0[i. [:ITiES A{]Llr',jY

(D
'tt: 2i i,l , tr, Unicn A,,,,inr;3 - Rccr'r 2'1 rt

Porr, lcrrrl , Or'egc;n 97'2i1

POSIT]Oi,}

CLERK-TYP I S'I

sur{i'tARY

SAt ARY RAIJGI
-El;I\'[ElaL i-*"

I tz3.lo - zr9,,lo
cjr2R on clla ar\

geN0g.L

The Clerk-IyD'i st t.),Lles lettr:rs, repoi'ts, arrd othGr nrateri.rl frcrn cop.y, roirgh
ciraft or.d'i ctaS;ircrrc; files material and records; ansuiers telepiione and acts
as a recrptionist.

c0N iROt.s

Directly respons'i ble to the Administrabion Managenent Coordirretcr and works
under thc superv"ision of the Office l4anlger.

DUTI ES

Prevjdes general typirrg services vrhere and when assiqned by [he Cffice
llanag c'r .

Acts as receptionist in the absence of the regular rec';'ptionisi:.

0perates a1l busiriess r,tachines, Xeroxo Gestetrrer, Ditto ancl P.ostage
l'ieter when ass'igned thereto,

aUALI I'ICATIONS

iolr:st have. a standard high school educat'ion or equivalerrt" i(ust i-;ave a kriolt*
ledge of office practices anci procedures and have the abilit.y io unCerstanri
and fol lon oral and l,;ritten instructions, llust demol'rstrate the a!:,il jty to
type at least fifty (50) rr'ords per minute frorn straight coay. Shall have a
p'l eas,'ng personality, pieasant voice and a desire to be helpful in iealtr:g
vrith tl:e publ i r..
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S,ALARY P/ii:Gil
[i..lt.eTlrr-' Y-

Sttl,to - all.to
$:35H+ifirt

Eere Z tt
SUl,iiiAIIY

The Ii,i.rnnatioir ii.,rsterns l-'i le Clerll types
frilnr ci)i).y, rough clrafi. or ii'icLaphone and
.ing of rnateria ls an'j ricorcis.

CONTROI. S

Ieti.e'is, r cpoi ts arrd ci:ir.:r ;iraterial
'i s l,r'iiirari 1y concerncd i,l'i th the f i I

0irectll,responsible
trnricr ihe supervision

[!J IES

r. Lr tne Adnr'i nislration it'larragcrerL't Coordinaior" alo r,rorks
the Office kianagsp.nf

1. l'lill be resoons jble fcr mainta,ining

?-. Prov icie l.ypirill se:rv jccs of mai-erial

every filei in the ageniv.

rel ai.ivs to lnforitiat jsri'i S.vs [.-oiits i4anage-
ntent.

3, Sha'l 1 perfoi"fi otr;ei'dutjes as ess'l'gned.

QUAi-IFICATIOiiS

Must have a stania:'d high schcoi education or equirrir'i enL. l,tust h(rve a kno'/J-
iedge of officc practice:' and proceclures and hatte th; abjjit:y to un,jers'ianc
lnd follow oral and wri tten insli'uctions. l4ust cieircnstratc +"he ahil ity tu
type at least fif t;r (50) norils per m'i nute from straight col-.;/. Slrall have a
p'leasing personalii;,, pleireanl vojce and a de:;ire to be helpfuf in dealing
ui ih tire plibl i';. 'i tre <r1:pl-; ..;1.'"- :;l-rr;ul d .r I s': have ;xtensive f i I e-cl erli e xperi -
0nce.


