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CLASS:  OFFICE SERVICES SUPERVISOR II 

       NOTE:  Each position within this classification may be required to possess all or some of these knowledge, skills or abilities.
	#
	KNOWLEDGE, SKILL, ABILITY
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	KNOWLEDGE OF:

	K1. 
	General knowledge of modern office methods, supplies and equipment to perform the essential functions.  

	K2. 
	General knowledge of business English and correspondence to perform the essential functions.  

	K3. 
	General knowledge of principles and techniques of effective supervision and training to perform the essential functions.  

	K4. 
	General knowledge of department's Equal Employment Opportunity Program objectives to perform the essential functions.  

	K5. 
	General knowledge of a supervisor's role in the Equal Employment Opportunity Program and the processes available to meet the objectives to perform the essential functions.   


















	


	Ability to:

	A1. 
	General ability to perform difficult clerical work, including ability to spell correctly, uses good English and makes arithmetical computations to perform the essential functions.  

	A2. 
	General ability to follow oral and written directions to perform the essential functions.  

	A3. 
	General ability to evaluate situations accurately and take effective action to perform the essential functions.   

	A4. 
	General ability to read and write English at a level required for successful job performance to perform the essential functions.  

	A5. 
	General ability to make clear and comprehensive reports and keep difficult records to perform the essential functions.  

	A6. 
	General ability to meet and deal tactfully with the public to perform the essential functions.  

	A7. 
	General ability to apply specific laws, rules, and office policies and procedures to perform the essential functions.  

	A8. 
	General ability to prepare correspondence independently utilizing a wide knowledge of vocabulary, grammar and spelling to perform the essential functions.  

	A9. 
	General ability to communicate effectively to perform the essential functions.  

	A10. 
	General ability to plan, organize, direct, and supervise the work of others to perform the essential functions.  

	A11. 
	General ability to effectively contribute to the department's Equal Employment Opportunity Program 
objectives to perform the essential functions.  

	A12. 
	General ability to work independently, modify established procedures and methods to meet changing needs to perform the essential functions.  

	A13. 
	General ability to supervise the work of a medium sized group to perform the essential functions.    
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