VITALS CLERK

DEFINITION

Work is performed under general supervision and is of a varied and increasingly responsible nature. Incumbents in this classification are normally engaged in standardized work, but independent judgment and specific instructions may be required in applying procedures to unusual cases.  Keying is normally from standard source documents and on standard types of electronic equipment. Employees in this classification may have a great deal of contact with the public and employees of other units in seeking and giving out information where general knowledge of departmental policy and procedures is required.  There are no formal or direct lines of supervision over other staff although employees at this level may assist in the training of new employees and the monitoring and assigning of work to temporary employees performing similar work.

EXAMPLES OF DUTIES

Maintain electronic and manual vital records filing, prepare schedules, narratives, notices, correspondence, and write receipts for fees; classify and post information; accept applications; check records/films/books and other materials in and out; store and issue supplies; while performing customer service responsibilities, greet the general public, answer inquiries regarding vital records and possibly refer people to the proper officials; screen clients/applicants; maintain simple inventory records; may operate multiline phone in conjunction with receptionist duties; gather information on a variety of subjects and compile routine financial, statistical, activity, and legal reports; operate scanning equipment, data entry machines, word processing equipment, and/or personal computers; assist in the training and assigning of work to other employees performing similar level clerical tasks.

EMPLOYMENT STANDARDS

Education and Experience: Must be able to read and write and have any combination of training and experience equivalent to six months of clerical or retail experience and substantial computer experience.  Must have a minimum of one year of experience with vital records practices and procedures, maintaining confidentiality standards and rules.  

Knowledge, Skills and Abilities:   Demonstrated knowledge of vital records and familiarity with State Statutes; knowledge of basic system analysis, principles and practices; knowledge of document indexing; knowledge of clerical procedures and practices including computerized record keeping; knowledge of standard computer work station operation; ability to pay attention to detail; ability to communicate effectively with the public, both in person and via the phone; ability to follow detailed directions; ability to exercise independent judgment to interpret and apply policies, regulations and procedures; ability to operate a variety of office machines:  computer, printer, copier, scanner, and fax machine, debit card machine; ability to enter data at an acceptable rate; ability to interpret, explain and apply policies, regulations, laws and procedures; ability to communicate courteously and effectively with fellow workers and the public; ability to organize work in the most efficient and effective way; and ability to perform assigned functions with a minimum of error.
WORK ENVIRONMENT AND SPECIAL REQUIREMENTS: Candidates will be subject to criminal background check.  This position requires sitting/standing and a great deal of moving up and down to wait on customers and the ability to lift and carry up to thirty (30) pounds.  The work is varied and candidate must be able to deal with interruptions and be able to multi-task effectively.
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