Job Description 

Date                                             
Job Title Clerical
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

90%
	     

	
Standing:
5%
	     

	
Walking:
5%
	     


For the following: Never 0% of time; Occasionally 1% – 33% of time; Frequently 34% - 66% of time; Continuously 67% - 100% of time

While working, the employee must:
	
	
	Frequency
	Comments

	A.
	Hand/Wrist Work
	
	Computer use

	B.
	Grasping
	
	     

	C.
	Pushing/Pulling
	
	File drawers, loaded dolly

	D.
	Fine Manipulation
	
	     

	E.
	Reaching
	
	     

	F.
	Bend
	
	     

	G.
	Kneel
	
	     

	H.
	Squat
	
	     

	I.
	Climb
	
	Stairs

	J.
	Lift 01-10 lbs
	
	Ream of paper, files

	
	Lift 11‑20 lbs
	
	     

	
	Lift 21‑50 lbs
	
	     

	
	Lift 51-70 lbs
	
	     


General Description of the Job:

To perform general clerical duties such as filing, answering telephone calls, and bookkeeping, and to assist in filling customer orders.
Essential Functions of the Job:
This position will receive callers (in person) and telphone calls for the company, determine the nature of business, and direct callers or route telephone calls to appropriate personnel. Operates multiline telephones to receive incoming calls or messages, and greets customer if appearing in person. May make future appointments and answer inquiries. Performs general clerical duties such as filing and bookkeeping. Contacts customers to ensure customer satisfaction, issues to be addressed, and provides quality assurance for company. Will retrieve electronic inquiries and route to appropriate personnel. Keeps office areas clean and orderly. 
Types of Machines, Tools, Special Equipment:

Computer, multi-line telephone, fax, copier, dolly.
Vehicles or Moving Equipment Operated:

N/A
