
WOOD COUNTY, OHIO 
POSITION DESCRIPTION 

C:\USERS\JDIEM\APPDATA\LOCAL\MICROSOFT\WINDOWS\TEMPORARY INTERNET FILES\CONTENT.OUTLOOK\9ZQJZ5HI\CLERK 

TYPIST I NEW.DOC – JE 02-907;  REV. 09-1923; REV. 11-481   1 

POSITION:  Clerk Typist I  PAY GRADE:  2 
DEPARTMENT: Child Support Enforcement Agency STATUS:  Classified, FLSA Non-Exempt 
__________________________________________________________________________________ 

PURPOSE OF POSITION 

The purpose of this position is to greet consumers and serve as clerical support for the staff of the Child Support 
Enforcement Agency.  
 
ESSENTIAL FUNCTIONS 
 
In addition to consistent and reliable attendance, the following duties are normal for this position.  These are not to be 
construed as exclusive or all-inclusive.  Other duties may be required and assigned.  Refer to the Comprehensive 
Position Questionnaire (CPQ) for this position for percentages of time. 
 
Answers multi-line phone system; greets, screens, assists and appropriately directs consumers on the phone and in person. 
 
Prepares child support case file materials for scanning into the electronic case file; indexes and assures readability of same. 
 
Copies case file material for distribution to corresponding staff, consumers, Courts and case file records. 
 
Prepares typed envelopes and labels for mailings; completes certificates of mailings and certified mailings for all staff. 
 
Distributes and sends copies of case file materials to corresponding consumers, Courts and case file records. 
 
Enters data into SETS computer system and performs inquires within SETS. 
 
Processes and handles all incoming office communications. 
 
Copies consumer paperwork. 
 
ADDITIONAL FUNCTIONS 
 
Performs other related functions as required. 
 
 
MINIMUM QUALIFICATIONS 
 
High school diploma or equivalent with three years of related experience; or any combination of education and experience 
that provides the requisite knowledge, skills, and abilities for this job.  Valid driver’s license required. 
PERFORMANCE APTITUDES 

Data Utilization:  Requires the ability to process, calculate, compute, summate, and/or tabulate data and/or information. 
Includes the ability to perform subsequent action in relation to these computational operations.  
 
Human Interaction:  Requires the ability to provide guidance, assistance and/or interpretation to others, such as co-workers 
and the public, on how to apply policies, procedures and standards to specific situations. 
 
Verbal Aptitude:  Requires the ability to utilize a wide variety of reference and descriptive data and information such as 
letters, forms, reports, procedures, correspondence and general operating manuals. 
 
Mathematical Aptitude:  Requires the ability to perform addition, subtraction, multiplication and division; and to 
calculate percentages and decimals. 
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Functional Reasoning:  Requires the ability to carry out instructions furnished in written, oral or diagram form. Involves 
semi-routine standardized work, with some latitude for independent judgment regarding choices of action. 
 
Situational Reasoning:  Requires the ability to exercise judgment, decisiveness and creativity in situations involving a 
variety of generally pre-defined duties that may be subject to frequent change. 
 
Equipment, Machinery, Tools, and Materials Utilization:  Requires the ability to operate, calibrate, tune and synchronize, 
and perform complex rapid adjustment on equipment, machinery and tools such as a computer and other office machines 
and/or related materials used in performing essential functions. 
 
Physical Ability:  Tasks involve the ability to exert light physical effort in sedentary to light work, but which may involve 
some lifting, carrying, pushing and pulling of objects.  
 
Sensory Requirements:  Requires the ability to recognize and identify similarities or differences between characteristics of 
colors, shapes and sounds associated with job-related objects, materials and tasks.  
 
Environmental Factors:  Ability to work under safe conditions where exposure to environmental factors is minimal and 
poses a very limited risk of injury. 
 
 
Wood County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County will 
provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current 
employees to discuss potential accommodations with the employer. 

 


