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School Office Assistant - Continued Page 3 

EDUCATION AND EXPERIENCE: 

Any combination equivalent to: graduation from high school and two years general clerical 

experience. 

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. 
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