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Office Address:  
750 E. Main Street, El Cajon, CA  92020 

Mailing Address:  
PO Box 1007, El Cajon, CA  92022-1007 

www.cajonvalley.net 

Personnel Commission  
 
 
 
 
 

Phone:  (619) 588-3050 
Fax: (619) 588-3663 
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Compose correspondence and written materials independently or from oral instructions. 
Type or input data at 45 words per minute from clear copy.  
Understand and resolve issues, complaints or problems.  
Maintain confidentiality of sensitive and privileged information. 
Determine appropriate action within clearly defined guidelines. 
Establish and maintain cooperative and effective working relationships with others.  
Maintain records and files. 
Compile and verify data and prepare reports. 
Operate a variety of office equipment including a computer and assigned software. 
Complete work with many interruptions. 
Plan and organize work. 
Meet schedules and time lines. 
Make arithmetical calculations with speed and accuracy. 
 
EDUCATION AND EXPERIENCE: 
Any combination equivalent to:  graduation from high school or equivalent supplemented by 
secretarial training and two years increasingly responsible secretarial experience in a large 
organization involving frequent public contact, including experience translating materials and 
interpreting in English and designated second language. 
 
WORKING CONDITIONS: 
 
ENVIRONMENT: 
Office environment. 
Constant interruptions. 
 
PHYSICAL DEMANDS: 
Dexterity of hands and fingers to operate a computer keyboard. 
Hearing and speaking to exchange information in person and on the telephone. 
Sitting or standing for extended periods of time. 
Seeing to read a variety of materials. 
Bending at the waist, kneeling or crouching to file materials. 
Kneeling, bending at the waist, and reaching above the shoulders and horizontally to retrieve and 
store files and supplies. 
Pushing, pulling, lifting and carrying supplies and equipment. 
Occasionally lift and/or move up to 25 pounds.  
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Classified Employee’s Salary Schedule: Range 7               Approved: 3/95;
Rev. 10/99

PHYSICAL ABILITY 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. While performing the duties of this job, the employee
is regularly required to stand; walk; use  hands to finger, handle, or feel
objects, tools, or controls; talk or hear; and taste or smell. The employee
is occasionally required to reach with hands and arms; climb or bw Te 2 0 Td
fe;331 Tc 0.Tw T*
Tc 0.48is
T h - 2 7 . 3 6            A 0 6  T c  2 5 8 3 8 6  T w  1 3 6 4 0  T d 
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