
DEPARTMENTAL AIDE 
  
  
DISTINGUISHING FEATURES OF THE CLASS:  Under direct supervision, the incumbent 
performs a variety of sub-professional duties designed to relieve the professional staff of 
activities that can be performed at a less skilled level. The work requires care and 
accuracy, but does not involve any particular skill or exercise of judgment. Supervision is 
not a feature of this class. This position is for seasonal use only. Does related work as 
required. 
 

EXAMPLES OF WORK:  (Illustrative Only)   
  
Performs basic clerical and filing tasks as directed; 
 
Prepares, sorts and receives mail per departmental procedures; 
  
Serves as messenger delivering documents and other papers;   
  
Procures, distributes, and maintains office supplies;    
  
Performs basic tasks such as stocking supplies and materials; 
 
Answers telephones, responds to requests for information and directs inquiries to 
appropriate staff members; 
 
Arranges appointments, schedules meetings, and prepares materials for professional 
staff; 
 
Uses computer applications or other automated systems such as spreadsheets, word 
processing, calendar, e-mail and database software in performing work assignments; 
 
May perform other incidental tasks, as needed. 
  
FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: 
Knowledge of office procedures such as filing, operation of basic office machines, sorting 
of mail and the duties of a messenger; ability to effectively use computer applications such 
as spreadsheets, word processing, e-mail and database to perform the essential tasks of 
the position; ability to read, write, speak, understand and communicate in English 
sufficiently to perform the essential tasks of the position; reliability; physical condition 
commensurate with the demands of the position.  
  
MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: High school or equivalency 
diploma.   
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