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FI RE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses positions, the major duties of which are
typing business letters and purchase orders, keeping daily
attendance records and conpiling payroll records, keeping
records of training and equipnent, and perform ng related
clerical tasks. Enpl oyees of this class are given specific
instructions for nost duties, but have the authority to work
i ndependently in designated areas. They receive supervision
fromthe superintendent of the fire district who oversees and
reviews the work of this class.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be |ogqical
assignnents to this class.

Recei ves departnent records and reports and checks them for
conpl eteness, accuracy, and for <conformty to established
pr ocedur es; finds errors in records or reports and corrects
them or returns themfor correction; files records and reports
al phabetically, nunerically, chronol ogically, geographically.

Revi ses departnment filing system when required; devel ops new
procedures for office functions when necessary.

Pulls information fromfiles when needed or requested; gathers
data fromfiles for use in preparing reports; prepares reports
frominformation collected fromfiles; wites letters in answer
to requests received or as needed; attends official neetings
for the purpose of taking m nutes or notes.

Takes dictation in longhand; types letters, forns, nenoranda,
records, reports; proofreads typed material; mails or
di stributes typed nateri al .

Answers tel ephone; routes calls to correct person or division;
gives out routine information; nmakes and cancel s appoi ntnments
for superiors; screens callers according to instructions from
superi ors.

Prepares purchase requisitions; makes purchases as directed;

collects all information necessary for accounting personnel
makes cal cul ations necessary to conpute payroll; prepares
payrol|l; disperses petty cash according to office procedure;

keeps records of petty cash dispersed.
Makes entries of routine information in departnent personnel
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records and information files.

Operates office machines such as typewiters, tape recorders,
copyi ng machi nes, addi ng machi nes.

Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be met by the filing deadline for application for adnission to
t he exam nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of | egal age.

Must not be | ess than eighteen (18) years of age.
Must possess a valid driver’s license.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

After offer of enploynent, but before beginning work in this
class, mnust pass a physical exam nation the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denobnstrate good health and physica
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

MUST MEET EI THER OF THE FOLLOW NG REQUI REMENTS

A m ni mumof six (6) nonths work experience in which the prinmary
duties involved the direct operation of a conputer term nal
utilizing a word processing application and a spreadsheet
appl i cati on.

OR

Vocational / Technical certification in the operation of a
conputer term nal and word processing and spreadsheet
appl i cati on.

OR

A high school graduate with at | east one (1) credit in computer
literacy/ conputer science.
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