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Administrative Office of the Courts

STAFF SERVICES REPRODUCTION CLERK


Scope of Responsibility

Performs physical labor and routine clerical tasks within multiple functional areas including: warehouse, facility maintenance, equipment inventory, record inventory and distribution.  Performs routine reproduction and mail room operations duties as directed.  Performs messenger service and delivery duties as required.  May be responsible for routine duties associated with the operation and maintenance of specialized equipment including the computerized printing and reproduction equipment.
This position reports to the Staff Services Manager, and interacts with agency staff.  Work is performed within established guidelines and defined procedures, and work products are subject to review and approval.


Essential Activities

Reproduction Duties

· Performs routine work assisting in the operation and maintenance of all specialized equipment including the computerized printing and reproduction equipment used in the Staff Services section in support of the Administrative Office of the Courts and the court community.

· As directed may order and maintain inventory of supplies, parts, and equipment used in the reproduction/mail room.  Assists in the inspection, maintenance, and minor repairs of equipment as directed.

· Operates and maintains reproduction equipment and bindery equipment to include troubleshooting, adjusting, and correcting equipment malfunctions as directed.  Requests equipment repairs as necessary.

· Maintains a systematic procedure for keeping machines loaded and operating; ensuring accuracy of all copy jobs.
General Duties in addition to Reproduction

· Receives sorts, distributes, prepares, and processes incoming and outgoing mail according to office procedures.

· Provides backup mail delivery tasks as assigned.
· Assists Senior Staff Services Clerk with maintaining the AOC stock of emergency supplies and equipment for compliance with the AOC Building Emergency Plan. 
· Performs building security and monitors the AOC Eastside Plaza parking lot for parking violations.
· Performs other duties as assigned



Key Competencies
· Working knowledge of general office and warehouse safety requirements 

· Working knowledge of proper procedures for lifting and moving heavy objects over 50 pounds.

· Working knowledge of email and word processing computer applications.

· Working knowledge of general automated printing equipment and processes.
· Working knowledge of basic alphabetizing and filing procedures.

· Working knowledge of basic math skills.

· Identifies potential tasks, activities, and timelines necessary to achieve a stated purpose.

· Ability to prioritize workload to meet deadlines, with input from others as needed.
· Ability to identify problems and formulate solutions to recommend to supervisor.

· Highly developed customer service skills
· Ability to stay focused on tasks in spite of distractions and interruptions.

· Ability to define the customers’ expectations and ensures that work products meet those expectations.

· Effective communication skills.
· Ability to work in a manner consistent with agency values - Integrity, Teamwork, Customer Service, Honesty, Communication, Respect, Accountability and Trust.


Qualifications and Credentials
High School graduation or GED equivalent AND:

· One (1) year of general office experience demonstrating a working knowledge of the functions and typical work of this position.
· Valid Washington State Driver’s license.

· Ability to move office equipment, boxes, and supplies that can weigh 50 pounds or more.



SALARY RANGE: 34


· Workweek may fluctuate depending on workload or agency need.

· Travel (including overnight) may be required to meet job responsibilities.  

· This position is covered under the Fair Labor Standards Act (FLSA).
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