CLERK IV
DEFINITION
Under general supervision, to perform varied and high level, responsible administrative support in the various county departments; and to perform related work as required.  Incumbents may perform specialized duties inherent in the function to which assigned.  Ability to perform such duties may be dependent either upon previous experience at a lower level in the same department or upon experience in similar activities which facilitates learning the requirements of specialized functions.  The classes in this series are responsible for conducting transactions with other employees or the public in matters requiring detailed knowledge of laws, rules, procedures, policies, precedents and activities, and for supplying information involving facts and interpretations.

EXAMPLES OF DUTIES
Checks and processes a variety of documents; searches files for information needed in compiling statistical and financial reports; alphabetizes, indexes, and proofs cards and records; greet visitors and obtains or gives out information concerning departmental functions and procedures; adjusts complaints; prepares acknowledgments and replies to letters; prepares agendas and takes minutes for boards and committees; prepares bills; maintains files and indexes; fills out personnel forms; keeps payroll records; prepares duty assignment work schedules of department employees; operates a variety of office equipment including personal computers, word processing equipment, calculators, and duplicating equipment; answers the telephone to give information and assistance; computes and collects fees and taxes; prepares bank deposits; audits claims and warrants for accuracy and completeness; transfers a variety of information from field notes to permanent records and files; sorts, audits, batches, and codes purchase orders; checks books and other materials in and out; maintains follow‑up records; compiles information for reports and assists in consolidation and presentation of data; trains new employees; orders supplies and equipment; may provide direct clerical support to multiple staff and managers; supervises and assists in the work of subordinates.

Sheriff’s Office Clerk IV duties also include preparation of employee calendars; scheduling in-service, field training, jail training, boats and team training; processing long term time-off requests; net annual work hours; vacation and holiday call-up; special event assignments; lateral and shift change requests; rotation changes; updates staffing levels; and maintains radio numbers.  This position is a lead worker to other clerical staff within the Division.

EMPLOYMENT STANDARDS
Education and Experience:  Any combination of education and experience equivalent to graduation from high school and five years of progressively responsible general clerical experience, often including lead work.  For certain positions stenographic and/or speed typing skills may be required and word processing experience and/or knowledge of spreadsheet software may be preferred.

Knowledge, Skills and Abilities:  Knowledge of modern office procedures and practices; knowledge of laws and regulations affecting departmental operations; possession of effective oral and written communication skills; ability to supervise the work of others; ability to interpret and apply policies, regulations and procedures; ability to keep complex financial and statistical records; ability to establish and maintain effective relationships with employees and the public.
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