ADMINISTRATIVE OFFICE OF THE COURTS
Staff Services Clerk



ADMINISTRATIVE OFFICE OF THE COURTS
Job Description
STAFF SERVICES CLERK

DEFINITION
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.
DISTINGUISHING CHARACTERISTICS
Reporting to the Staff Services Manager, responsible for routine clerical duties within multiple functional areas and performing physical labor tasks.  May be responsible for routine duties associated with the operation and maintenance of specialized equipment including the computerized printing and reproduction equipment.
Work is performed independently with minimal supervision but within the guidelines established by the Staff Services Manager and when appropriate under the direction of a Senior Staff Services Clerk.  
Responsible for the flow and completion of assigned work within general guidelines.

TYPICAL WORK
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 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 mail machines 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 and mail distribution.
Staff Services Duties
May assist Senior Staff Services Clerk with tasks related to the physical inventory of records and material at the Administrative Office of the Courts (AOC) warehouse facility to include: record retention, record deletion and updating inventory records in compliance with appropriate RCW(s); report all record inventory changes; record and inventory surplus materials in compliance with state records management and risk management procedures.
Responsible for responding promptly to AOC staff requests for assistance (i.e. moving office furniture, pickup and delivery of equipment and fixtures, special trips to the Temple of Justice and the Legislature, etc.).


Assists Senior Staff Services Clerk with the maintenance of logs and preparation of monthly evaluations for the Staff Services Manager on the following: janitorial services, supply inventory, building equipment maintenance schedules and vehicle maintenance/ repairs.  Prepares and updates vehicle repair maintenance information for inclusion in the AOC budget.  Prepares the annual "Motor Vehicle Management Information System Report" for the Department of General Administration.
Assists Senior Staff Services Clerk with drafting and updating floor plans for the AOC facilities used in the AOC evacuation plan and for the development of office space assignments for equipment and personnel. 
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.
Responsible for pickup and delivery of judicial payroll and warrants as directed.

General Duties
Receives, sorts, distributes, prepares and processes incoming and outgoing mail according to office procedures.
Responsible for 
receiving and unloading incoming shipments of material to the AOC Eastside facility and pickup and delivery of shipments made to the AOC warehouse facility.  Reports receipt and delivery of items to the purchasing officer.  Stores items within appropriate areas of the office.
Responsible for assigning tracking tag and recording the tag number for electronic equipment received by the AOC.  Forwards packing invoice and material to Financial Services. 
General Duties (continued)

Responsible for the receipt and temporary placement of equipment in storage room and notification to the appropriate recipient.  


Provides delivery services of electronic goods to the Court of Appeals Division I and II as requested.  Provides backup mail delivery tasks as assigned.

Responsible for ensuring surplus items are ready at the AOC off-site location for scheduled pick up.  Prepares equipment for surplus by removing the tracking tag(s), logging in the Washington State equipment tag number, serial number and item description per AOC surplus procedure.  Responsible for sending the surplus information on to Financial Services and the ISD Network and Operations Group.


Performs other duties as assigned
KNOWLEDGE AND ABILITIES
Knowledge of: office safety requirements; proper procedures for lifting and moving heavy objects; safe driving techniques; filing and alphabetizing; basic math skills, and basic computer functions.
Ability to: independently identify and prioritize work assignments; follow directions; effectively communicate orally and in writing; read and understand city/capitol campus street maps; work under pressure and maintain concentration; adapt to changing priorities upon short notice; work well with others; take initiative; use tact and diplomacy; perform basic clerical work; operate a forklift; and operate manual and power hand tools.
MINIMUM QUALIFICATIONS
High school graduation or GED, AND three years of related work experience to include one year working in warehouse type operations AND possession of a valid driver's license is required.  

Required to lift, carry, and move a minimum of 50 pounds.  
Must have access to a vehicle and be willing to use such vehicle when a state vehicle is not available.
SALARY RANGE 

35
· Workweek may fluctuate depending on workload or agency need.

· Overnight travel may be required based on business need.

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

New 12/04
