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CITY OF PETALUMA 
CLASS SPECIFICATION 

 
Date: 6/21/2021 

Job Class:01OATC/03OFAS 
(Prior Job Class 01OA2C/03OAS1/2) 

 
Office Assistant 

 
 
Summary  
Perform a variety of general clerical tasks within the assigned department or division; duties 
performed may include reception, typing, word processing, record keeping, and filing; operate 
office equipment including facsimile machine, photocopier, computer, and related devices. 
 
Class Characteristics 
General supervision is provided by a higher-level supervisor or manager; responsibilities may 
include the indirect supervision of support staff. 
 
Essential Duties, Skills, and Demands of the Position 
The duties, skills, and 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 a disability to perform the essential duties, skills, and 
demands. 
 
Duties: 
Assist the public in person or by phone; answer inquiries related to department or division services, 
programs, and operations; route phone calls as needed to appropriate individual and/or department; 
take and deliver messages as necessary.  
 
Provide factual information regarding operations within assigned department or division, such as 
recreational classes, sports programs, and related activities.  
 
Type correspondence, reports, forms, and specialized documents related to the functions of the 
organizational unit to which assigned from drafts, notes, dictated tapes, or brief instructions. 
 
Proofread and check typed and other materials for accuracy, completeness, compliance with 
departmental policies, and correct English usage, including grammar, punctuation, and spelling. 
 
Update and maintain calendars or schedules pertaining to department programs, activities, and 
events. 
 
Enter and retrieve data; generate reports from an on-line or personal computer system.  
 
As assigned, collect and process payments for classes, City programs, and reservations; input  
payments and other relevant information into manual or automated system. 
 
Prepare, track, and update a variety of reports or contracts, which may require the use of arithmetic 
calculations. 
 
Maintain records and process forms, such as payroll records, facilities or park rental agreements, 
purchase requisitions and orders, and other relevant information specific to the department. 
 
Establish and maintain office files for accuracy and make corrections as required.  
 
Operate standard office equipment such as faxes, photocopiers, and computers. 
 
Open and distribute mail; process outgoing mail. 
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Maintain an inventory of office supplies including the receipt, storage, and issuance of materials, 
supplies, and equipment; pick up and deliver print shop supplies, as needed; deliver paper stock to 
departments. 
 
Perform related duties as assigned. 
 
Skills/Abilities:  
Learn and apply department or division methods, rules, policies and procedures. 
 
Perform a variety of clerical duties in support of assigned department or division. 
 
Read and interpret documents such as safety rules, operating and maintenance instructions, and 
procedure manuals.  
 
Generate routine reports and correspondence.  
 
Make basic mathematic calculations. 

 
Type at a speed necessary for successful performance on the job. 
 
Understand and carry out oral and written directions. 
 
Operate office equipment including computers and supporting word processing, spreadsheet, and 
database applications. 
 
Communicate clearly and concisely, both orally and in writing. 
 
Establish and maintain effective working relationships with those contacted in the course of the 
work. 
 
Physical Demands and Work Environment: 
While performing the duties of this job, the employee is regularly required to sit, stand, walk, use 
the computer keyboard and mouse, use hands to finger, handle, or feel, reach with hands and arms, 
talk or hear, stand, walk, and stoop, or crouch.  Occasionally lift and/or move up to 25 pounds. 
Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception, and ability to adjust focus.  Requires the ability to work in an 
office environment where the noise level is usually moderate. 
 
Qualifications 
Knowledge of: 
Policies and procedures related to the department to which assigned. 
 
Customer service principles and practices. 
 
Record-keeping principles and procedures. 
 
English grammar, spelling, vocabulary, and punctuation. 
 
Basic business arithmetic. 
 
Principles and practices of filing and record keeping. 
 
Office procedures, methods, and equipment including computers and applicable software 
applications such as word processing, spreadsheets, and databases. 
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Education and Experience 
Any combination equivalent to the education and experience likely to provide the required 
knowledge and abilities would be qualifying. A typical way to gain such knowledge and abilities 
would be: 
 
Education: 
Equivalent to graduation from high school. 
 
Experience: 
Two years of general clerical or office assistant experience.  
 
Certificates/Licenses: 
Possession of a valid California Class C driver’s license.  
 
Established:  03/90 
Resolution #: 90-147 N.C.S. 
Revised: 09/12/05; 06/21/21 
Resolution#: 2005-145 N.C.S.; 2021-109 N.C.S. 
Reformatted: 06/30/06 
Department: Various 
FLSA Status: Non-exempt 
Prior Job Title: Office Assistant II Confidential/Office Assistant I/II 
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