STAFF SERVICES CLERK
STAFF SERVICES SECTION

Olympia, Washington
The courts of Washington serve the public as an equal, independent, and responsible branch of government, with more than 400 elected judges presiding at four levels: the Supreme Court, the Court of Appeals, the superior courts, and courts of limited jurisdiction, or district and municipal courts.

The Administrative Office of the Courts (AOC) is a department of the Washington State Supreme Court. Established by state statute in 1957, the mission of the AOC is to advance the efficient and effective operation of the Washington State judicial system.  The AOC carries out its mission through formulation of policy and legislative initiatives, court technology development, educational programs, and program support for 428 Washington judges and their staff.  The agency is committed to maintaining a dedicated and diverse workforce that provides the highest quality of customer service and continuously develops strategies for improving the performance and effectiveness of the court system in Washington.
POSITION PROFILE

Under the direction of the Staff Services Manager, the Staff Services Clerk is responsible for both physical labor and routine clerical tasks within multiple functional areas to include: facility maintenance, equipment inventory, record inventory, and distribution.  This position performs routine reproduction tasks and may be responsible for routine duties associated with the operations and maintenance of specialized equipment including the computerized printing and reproduction equipment.  This position may be responsible for ordering and maintaining inventory of supplies, parts, and equipment used in the reproduction/mail room.  The Staff Services clerk may assist senior Staff Services staff with tasks related to the physical inventory of records and material at the Administrative Office of the Courts (AOC) warehouse facility.  Staff Services is responsible for responding promptly to AOC staff requests for assistance and assists Senior Staff Services staff with the maintenance of logs and preparation of monthly evaluations for the Staff Services Manager in the following areas:  janitorial services, supply inventory, building equipment, maintenance schedules, and vehicle maintenance repairs.  The Staff Services clerk receives, sorts, distributes, prepares, and processes incoming and outgoing mail according to office procedures and is responsible for receiving and unloading incoming shipments of material, as well as pickup and delivery of shipments.  Within this procedure, reports receipt and delivery of items to the AOC purchasing officer.  This position is responsible for assigning tracking 
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tags, recording the tag number for electronic equipment received by the AOC, and forwarding the packing invoice and material to the Financial Services Section as well as responsible for the receipt and temporary placement of equipment in storage and providing notification to the appropriate recipient.  The Staff Services clerk also performs other duties as assigned.
REQUIREMENTS:

· High school diploma or GED equivalent.
· Three years or more of related work experience.

· One year or more of warehouse experience.

· Valid Washington State drivers license.

· Have access to a vehicle and willingness to use the vehicle when a state vehicle is unavailable.

· Ability to lift, move, and carry a minimum of 50 pounds.

· Combination of education and experience to demonstrate a working knowledge of the functions and typical work of the Staff Services Clerk.

COMPETENCIES:

· Working knowledge of general office and warehouse safety requirements.

· Working knowledge of proper procedures for lifting and moving heavy objects with a minimum weight of 50 pounds.

· Working knowledge of e-mail and word processing computer applications

· With assistance from supervisor, demonstrates the ability to provide professional services delivery to a wide variety of clients and customers.

· Working knowledge of general automated printing equipment and processes.

· Working knowledge of safe driving techniques and procedures.

· Working knowledge of basic alphabetizing and filing procedures.

· Working knowledge of basic math skills.

· Logically integrates various ideas, intentions, and information to form effective goals, objectives, timelines, action plans, and solutions.

· Can be relied upon to achieve excellent results with little need for direct oversight.

· Earns the trust, respect, and confidence of co-workers and customers through consistent honesty, forthrightness, and professionalism in all interactions.
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SALARY AND BENEFITS:
· As of 9/1/05, $26,604 to $33,588 (Range 35) 
· Medical/Dental,  Life Insurance, and Long Term Disability Insurance programs

· Paid Vacation and Sick Leave

· State Retirement Plan
APPLICATION PROCEDURE:
Call (360) 357-2410 for an application packet or visit our web site at www.courts.wa.gov/employ.  Submit résumé and completed application to the AOC Human Resources Section, 1206 Quince Street SE, PO Box 41170, Olympia, WA  98504-1170.

Persons of disability, who need assistance in the application process or those needing this job announcement in an alternative format, may call (360) 705-5289 or the Telecommunications Device for the Deaf at 1-800-833-6388.

CLOSING DATE:  Application packets must be received by 5 p.m. on August 15, 2005.

The Administrative Office of the Courts is an Equal Opportunity Employer.  Women, racial and ethnic minorities, persons of disability, disabled veterans, Vietnam era veterans, and persons over 40 years of age are encouraged to apply.
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