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   Class Specifications 
   for the Class: 
 
   OFFICE SERVICES SUPERVISOR
 
Duties Summary: 
 
 Supervises a variety of centralized office services; and performs other duties as 
required. 
 
Distinguishing Characteristics: 
 
 This class involves responsibility for the overall development, direction and 
coordination of a centralized office services unit servicing a large operating department 
by providing stenographic, typing, offset printing, central filing and mail and messenger 
services.  A position in this class is immediately subordinate to the Department Director, 
and supervision received is administrative in nature. 
 
 Supervision is exercised over a relatively large clerical and offset pressman staff 
through subordinate supervisors.  Personal contacts are maintained with all other 
departmental units to assure adherence to procedures and the adequacy of services, 
and with vendors. 
 
Examples of Duties: 
 
 Formulates and recommends overall policies, procedures, workflow and 
schedules; organizes subordinate units, and establishes general work schedules; 
directs and coordinates stenographic, typing, printing, central files and mail and 
messenger services, to effectively meet departmental needs; establishes and maintains 
a procedure and forms manual, and assures adherence to established requirements; 
rates, or reviews the job performance evaluation of subordinates; conducts or directs 
the training of subordinates; recommends approval of contract printing services due to 
workload; evaluates the adequacy of services, and deals with operating units; prepares 
operational reports and estimates of budgetary requirements including justification. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  Office services, including central files management and printing; 
principles and practices of supervision. 
 
 Ability to:  Plan, organize, develop, coordinate and direct a variety of office 
services consistent with the requirements and missions of a large operating department; 
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deal effectively with subordinates and with the staff of units serviced; effectively handle 
emergency and workload problems in providing office services. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 
 This is the first specification for the new class OFFICE SERVICES 
SUPERVISOR. 
 
 
 
 
DATE APPROVED: 10/26/67  Edna Tavares Taufaasau 
   (MRS.) EDNA TAVARES TAUFAASAU 

Director of Personnel Services 
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