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NATURE OF WORK 
This is general or specialized clerical work of moderate complexity and variety. 
 
Work involves responsibility for performing a variety of specialized or non-routine general clerical 
duties requiring the exercise of independent judgment in interpretation and application of 
departmental practices and procedures and execution of assignments under minimal supervision. 
Work may, involve operation of a networked computer and other standard office equipment. Typical 
work assignments may encompass a full range of clerical activities or a single specialized clerical 
process, in contrast to the more limited clerical responsibilities characteristic of lower-level clerical 
classes. Work is further distinguished by the fact that positions require previous training or experience 
to perform principal assignments effectively, as opposed to the more generalized experience required 
for lower-level positions. Work is performed with considerable independence, and is reviewed 
primarily for results obtained. 
 
EXAMPLES OF ESSENTIAL JOB FUNCTIONS 
Serves as reception to the Community Development Department; greets visitors, determines reason 
for visit and provides required assistance or refers to appropriate staff; answers telephone calls, takes 
messages, provides general information or transfers calls as appropriate; manages and schedules 
inspections for the department staff ensuring adequate time is allocated for the inspections. Needs to 
be able to utilize good judgement and have the ability to multi-task as necessary. 
 
Provides public service and is main point of contact at the front counter; issues various types of 
licenses, collects fees for and receipts a variety of licenses and permits and enters payments into 
cash register. Takes in plans, drawings and permit applications putting the appropriate data into the 
Villages’ processing system.  Properly routes permits  and manages the permitting process as 
required. The ability to utilize the computer system to issue permits over the counter. Ability to handle 
the notification, follow up and licensing of residential rental units as well as the annual licensing of 
contractors.  
 
Opens, sorts and distributes incoming mail and prepares mail for outgoing delivery. Checks 
Department email on a daily basis and responds accordingly or forwards to appropriate staff. 
 
This is a 20 hour/week position. While a flexible schedule is preferred to accommodate peak permit 
seasons, general hours to be 10:00a.m. to 2:00p.m. Monday through Friday with occasional Monday 
night hours (approximately 1-2 times/month). The hours could be increased based upon performance 
and budget constraints.  
  
Performs related work as required.   
  
PHYSICAL AND ENVIORNMENTAL WORKING CONDITIONS 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of the position. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
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Work is performed mostly in an office environment. Must have the use of sensory skills in order to 
effectively communicate and interact with other employees and the public through the use of the 
telephone and personal contact as normally defined by the ability to see, read talk, hear, handle or 
feel objects and controls. Physical capability to effectively use and operate various items of office 
related equipment, such as but not limited to a, personal computer, calculator, copier, and fax 
machine.   
 
While performing the duties of this position, the employee is regularly required to reach with hands 
and arms.  The employee frequently is required to sit; stand; walk; and use hands to finger, handle, 
feel or operate objects, tools, or controls and talk and hear.  The employee is occasionally required to 
climb or balance; stoop, kneel, crouch, or crawl.  
 
The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up 
to 25 pounds. 

 
REQUIREMENTS OF WORK 
Graduation from high school; and experience in clerical work related to the area of assignment; or 
any equivalent combination of training and experience which provides the following knowledge, 
abilities, and skills: 
 
 Considerable knowledge of current office practices, procedures and equipment. 
 Considerable knowledge of business English, spelling and arithmetic. 
 Considerable knowledge of the procedures, terminology and functions of a Community 

Development or Building Department. 
 Ability to maintain records and to prepare reports from such records. 
 Ability to apply and interpret departmental policies and procedures. 
 Ability to communicate effectively, orally and in writing. 
 Ability to establish and maintain effective working relationships with others. 
 Typing/keyboarding speed and efficiency. 
 Skill in relevant computer software used by the Village. 
 Follows safety policies and procedures. 
 Reports all unsafe conditions and acts to supervisor. 
 Reports all accidents to supervisor immediately 
 Follows recognized safe work practices. 
 
 
 


