




• Communication related to building and maintaining positive relationships with co­

workers and citizens.

• Exceptional organizational skills and ability to complete multiple tasks simultaneously

within specified deadlines. Organize and prioritize work to achieve maximum efficiency.

• Perform conceptual analysis and policy/program development and implementation.

• Develop reports that may include technical information.

• Independent worker.

• Provide good customer service internally and externally.

PHYSICAL AND MENTAL DEMANDS: 

• Frequent repetitive motions including, but are not limited to, hand, wrist and finger

movements; daily walking, reaching, standing, talking, hearing and seeing.

• Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible

amount of force frequently or constantly to lift, carry, push, pull or otherwise move

objects, including the human body.

• Sedentary work involves sitting most of the time. Jobs are sedentary if walking and

standing are required only occasionally, and all other sedentary criteria are met.

Persons with disabilities may be able to perform the essential duties of this class with 

reasonable accommodation. Reasonable accommodation will be evaluated on an individual 

basis and depend, in part, on the specific requirements for the job, the limitations related to 

disability and the ability of the hiring department to accommodate the limitation. 

MINIMUM QUALIFICATIONS: 

• High School Diploma or GED equivalent with specialized course work in general office 

practices and a minimum of three years of responsible related experience or a 

combination of education and experience in the public sector.

• Notary Public for the State of Oregon required.

WORK ENVIRONMENT: 

The work environment is primarily a standard office environment. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

Approved By: 

1 "Confidential employee" means one who assists and acts in a confidential capacity to a person who formulates, determines and 

effectuates management policies in the area of collective bargaining. ORS 243.650 
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