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 WEST CHESTER UNIVERSITY of Pennsylvania
Date Posted: 
 
    
Deadline Date:  
Position:

Clerk Typist 2 
Location:

Anthropology & Sociology
Shift:


Monday – Friday   8:00 am to 4:30 pm
Starting Salary:
$12.39 per hour (pay group 3)
A1:  Clerical, Administrative & Fiscal (Non-Supervisory)       
	Join a vibrant campus community whose excellence is reflected in its diversity and student success.  West Chester University is seeking applicants who enjoy working in a dynamic environment and value teamwork and collaboration, are dependable, take initiative , solve problems effectively, communicate clearly, and support organizational change. This position serves as clerical support to the Department Chair and faculty in the Department of Anthropology and Sociology.  
Essential Duties:  Serves as first point of contact and information for students, faculty, parents, and visitors via telephone and in person, including screening and redirecting as appropriate; types and copies correspondence, syllabi, handouts, handbooks, PDRs, travel forms, faculty hiring forms and various other materials for faculty and Chairperson; assists Chairperson with inputting master schedules according to dates specified by the Registrar, and makes room requests for classes and other events; retrieves and delivers faculty paychecks, duplicated materials, hiring paperwork, library books, etc; retrieves fiscal information, class lists, transcripts, etc. from computer and gathering data for departmental or college-wide reports; processes book orders and corresponding with bookstore; maintains office inventory and ordering supplies; anticipates future needs for departmental equipment and procedures; maintains office files; and works closely with Dean’s office personnel in completing faculty hiring paperwork.  Schedules appointments and meetings for Chairperson and departmental committees; sorts and distributes mail for faculty; serves as departmental timekeeper, including submitting timesheets and leave requests biweekly; maintains departmental bulletin boards; coordinates large mailings; contacts appropriate offices with regard to emergencies, repairs, or maintenance needs; oversees budget expenditures as directed by the Chairperson; works with university computing personnel to maintain and update the departmental website; sets priorities and performs work to ensure smooth processing and accomplishment of tasks; distributes work assignments to student assistants and trains them in proper use of office equipment and procedures; and attends workshops and training as relevant.


Selection Criteria: Minimum Education & Training:

- Six months as a Clerk Typist 1.

- Completion of a high school business curriculum.

- Any equivalent experience and/or training which provide the required knowledge, skills and abilities.

Required Knowledge, Skills & Abilities:

-Knowledge of English grammar, spelling & punctuation.
-Knowledge of standard office procedures and practices.

-Ability to understand and follow oral and written instructions which explain multifaceted procedures.  

-Ability to compose straightforward, informational correspondence.

-Knowledge of computer applications.

-Ability to pass 40 wpm typing test.

	
 


To apply, stop by Human Resources, 201 Carter Drive, Suite 100, West Chester, PA 19383, or fax resumes to 610-436-3461 or via  email: search@wcupa.edu    (Refer to Posting number)


-External applicants must complete an employment application


-Internal applicants must complete a bid sheet & updated application


-Applicants must successfully complete the interview process to be considered a finalist.


-A detailed position description for this position can be obtained in HR.
AA/EOE.  WOMEN AND MINORITIES ARE ENCOURAGED TO APPLY

