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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Clerical Supervisor

	Job Title:
	Clerical Supervisor 
	FLSA Status:
	

	Department:
	
	Reports To:
	Office Manager

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Under the direction of the Office Manager, the Clerical Supervisor coordinates and supervises the activities of the accounts payable, accounts receivable, receptionist, and file clerks to achieve efficient operations.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all-inclusive and may be expanded to include other duties and responsibilities as management may deem necessary from time to time.

1. Analyze and organize office operations and procedures such as the processing of documents, flow of correspondence, filing, requisition of non-production supplies, and other clerical services.

2. Evaluate office processes; revise procedures or devise new forms to improve efficiency of workflow.

3. Establish uniform correspondence procedures and style practices.

4. Formulate procedures for systematic retention, protection, retrieval, transfer, and disposal of records.

5. Review clerical records and journal transactions to ensure completeness, accuracy, and timeliness.

6. Coordinate department activities with other department supervisors.

7. Process freight claims.

8. Prepare company mailing lists.

9. Ensure the accuracy of names and addresses.

10. Print labels and stuff envelopes.

11. Maintain various company records.

12. Analyze weekly sales reports for the company as a whole.

13. Process reports for management review.

Supervisory Responsibilities

Directly supervise employees in the office. Carry out supervisory responsibilities in accordance with the organization's policies and applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

Requires education generally equivalent to four years of high school with additional courses in business or office/administrative management and three years related office experience.

Language Skills

Ability to read and interpret documents such as invoices, journal entries, sales reports, inquiries, and various correspondences. Ability to write routine reports and correspondence. Requires effective communication with customers and other employees of the organization.
Mathematical Skills

Ability to calculate figures and amounts such as discounts, expenses, proportions, and percentages.

Reasoning Ability

Ability to apply commonsense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations.

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit. The employee frequently is required to use hands to finger, handle, or touch objects, tools, or controls and talk or hear. The employee is occasionally required to stand and walk.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
Clerical Supervisor
Page 1 of 2


Clerical Supervisor
Page 2 of 2


[image: image2.jpg][image: image3.png]Internet

E-mail

Q
Resource
Center




