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Housing Authority of the County of Santa Barbara



                                                       IS ACCEPTING APPLICATIONS TO ESTABLISH 
                                                       AN ELIGIBILITY LIST FOR THE POSITION OF







HOUSING CLERK I & II
FULL TIME 64 to 78 Hours Bi-weekly dependent upon location of hire    


LOCATION:  Santa Maria Area

STARTING SALARY –Clerk 1 $16.25 Clerk II- $18.21 per hour


CLOSING DATE:   April 29, 2010

POSITION DESCRIPTION:
Under supervision to perform general clerical, receptionist and departmental duties as required.  Acts as receptionist for busy office, serving persons from a variety of socio-economic backgrounds, directing phone calls and visitors to appropriate persons; picks up incoming correspondence and mails outgoing correspondence daily, if required;  performs general office duties including copying,  filing, and organizing information as directed; types memos, letters, documents, forms, contracts and reports, and performs data entry and word processing duties and other clerical and record-keeping duties as necessary.
Clerk II is differentiated from the position of Clerk I by performance of the following additional functions:  Visits housing units to obtain signatures, communicate directly with residents or perform visual inspections.  Deliver notices and meet one on one with clients or applicants to obtain or clarify information.
QUALIFICATIONS;

Knowledge of:Clerical practices associated with the operation of an efficient office;

Basic data entry/familiarity with computer terminal;

Principles of telephone etiquette;

Basic mathematical principles.  

Ability to:
Operate a calculator, copy and postage machine and computer terminal;


Type 40-50 wpm, with error-free copy;


Deal with public and co-workers in a tactful and effective manner;


Exercise judgment and discretion in using or disseminating information;


Communicate effectively both verbally and in written correspondence;


Maintain and periodically update a complex filing system; 


Take directions and work harmoniously and productively with public and co-workers;


Maintain productive attendance.

Experience/:
One year working experience in the clerical field, acting as a receptionist/general office Education
clerk in a position requiring a high degree of public contact and record-keeping as well 

as education equivalent to the completion of the twelfth grade; or an equivalent 


combination of experience, education and training. 

Environmental Conditions:
Office environment; exposure to computer screens; public contact.

Clerk II – Requires site visits.
Physical Requirements:
Essential and marginal functions may require maintaining physical condition necessary to perform the following functions either aided or unaided: walking, standing or sitting for prolonged periods of time; moderate or light lifting and carrying; extensive use of computer keyboard; adequate hearing, speech and visual acuity.  Clerk II – requires ability to climb stairs.
Additional Requirement:
Ability to speak Spanish/English highly desirable.  Valid driver’s license and driving record acceptable to agency insurance provider.
APPLICATION PROCEDURE - Resumes not accepted without formal Housing Authority application.  An application form may be obtained by telephoning (805)736-3423 /TDD (800) 545-1833, ext.594, or downloaded on-line, and must be FILED with the Housing Authority by 4:00 p.m. on the Closing Date of this job announcement.  Applications may be mailed to the Housing Authority of the County of Santa Barbara, P.O. Box 397, Lompoc, CA  93438-0397, but must be received by closing date; or pick up an application and return it to our office located at: 815 West Ocean Avenue, Lompoc, CA   93436 or 200 or 204 W. Williams Ave., Santa Maria.

