STATE OF NEBRASKA
CLASS CODE:
S01610

CLASS SPECIFICATION
SALARY GRADE:
336

EST: 06/88 - REV: 01/98
OVERTIME STATUS:
N
CLIENT INTAKE CLERK

DESCRIPTION:   Under general supervision, greets clients; prepares, verifies, distributes, and maintains forms, records, and information; and provides supportive services requiring extensive and on-going public contact with departmental clients and staff; performs related work as required.

EXAMPLES OF WORK:   (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Answers questions about standard office processes, forms, and departmental services to ensure effective application, certification, or registration of clients for available services.

Obtains and confirms information on clients by asking them and/or others a series of routine questions and contacts various established service providers, users, and related agencies to share and to facilitate office responses to requests, inquiries, or complaints.

Greets, screens, and informs clients of community opportunities and resources and directs/refers them to office staff or alternative services to ensure effective delivery of services and explain action taken to meet their needs.

Schedules appointments, group sessions, and other meetings between clients and office staff or other service providers/resources to arrange for needed services and assist in sharing information.

Administers and scores skill/proficiency tests and arranges for and monitors administration of aptitude and other assessment instruments to ensure adherence to specific examination instructions and procedures.

Prepares administrative paperwork (e.g., time sheets, travel vouchers, accounting and payroll ledgers) and program documents (e.g., client files and rosters) to retain and process business and program transactions.

Examines forms completed, credentials, and other documents furnished by clients to review for accuracy, completeness, and relevancy of the information.

Writes routine correspondence, transmittals, acknowledgements, and standard reports involving basic subject matter to exchange information with and reply to inquiries from clients, co-workers, and the public.

Opens and sorts incoming, and assembles outgoing mail for the office to help distribute inquiries, documents, and information received.

Types correspondence, reports, forms, and other materials for office staff to assist the documentation and flow of information on decisions or actions taken.

Codes entries onto forms, and enters and retrieves, via automated or manual means, data and other material to post, update, and adjust information in established recordkeeping systems.

CLIENT INTAKE CLERK(continued)

Schedules maintenance of equipment and vehicles and orders and keeps inventory of necessary forms, records, and office supplies to ensure a necessary stock of material and that the equipment and vehicles are maintained.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:   (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  the organization, functions, and key personnel of the department and office served; the rules, policies, and instructions applicable to the work performed; the types and availability of 

publications, forms, and general information distributed by the department and office served; the administrative practices and standards established to support delivery of services; existing conditions and circumstances in the local community affecting persons in need; the available community service agencies and resources.

Ability to:  understand the specific needs and attitudes of clients served; understand, use, and maintain various directories and other reference material; locate background information not readily available or from a variety of sources; apply criteria and identify the acceptability of information provided by clients or others; examine basic documents and forms for accuracy and completeness.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  standard office procedures for handling inquiries and requests and processing paper; office record and file keeping methods and equipment including personal computers; English usage and style, and formats used in written business communications.

Ability to:  interact with persons from various socio-economic levels with tact, courtesy, and poise; communicate verbally and in writing in simple and precise terms with clients, co-workers, and the public; handle difficult or irate  individuals and maintain harmonious relationships; adapt quickly to changes in procedures and conditions and to interruptions which disrupt the workflow; code and record information; set up and maintain recordkeeping and filing systems; type, take dictation, and operate data processing equipment; organize personal work priorities and time.

JOB PREPARATION GUIDELINES:   (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Experience in:  providing service or information for a civic, school, or related community organization, public agency, or private enterprise involving extensive contact with the public and organizations.

OR

Coursework/training in:  business office practices, social or behavioral sciences, speech or public/mass communications, human services, or education.

