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OFFICE  MACHINE  AIDE

General  Statement  of  Duties  and  Responsibilities

This class of positions encompasses operating office machines at varying degrees of
difficulty and responsibility.  There are two Assignment Levels within this class of
positions.  The following are typical assignments within this class of positions.  All
personnel perform related work.

Assignment  Level   I

Under direct supervision, performs routine work of ordinary difficulty and responsibility.
Performs tasks such as the following:

Examples  of  Typical  Tasks

Operates office machines, including but not limited to, state-of-the-art scanning and
digital reproduction equipment, digital postal machines, digital cutters, and bookbinding
machines and associated equipment, including photocopy and blueprint machines.

Sets up jobs using keyboard, mouse or touch-screen to enter commands.  Performs routine
maintenance and makes minor repairs to ensure proper operation of machines.
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OFFICE  MACHINE  AIDE   (continued)

Assignment  Level   II

Under general supervision, in addition to performing the duties of Assignment Level  I,
performs more complex office machine related duties and operates complex office
machinery, including offset duplicating machines.

May perform supervisory duties not in excess of 30 work days or 210 hours in a calendar
year.

Qualification  Requirements

A four-year high school diploma or its educational equivalent.

Direct  Lines  of  Promotion

From: None To: Supervisor of Office Machine
 Operations  (11704)
#  Clerical Associate  (10251)
   [Assignment Levels  III  and  IV]

# Permanent employees in the title of Office Machine Aide shall be afforded
the opportunity to be promoted to Clerical Associate  [Assignment Levels
III  and  IV] provided that they meet the minimum requirements for that
title. 
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