


MARGINAL FUNCTIONS:

o May be required to work during emergencies as directed.

e Additional work hours are expected to meet deadlines such as payroll, audit, budget, and others.
o Performs other duties as required.

EQUIPMENT:
Calculator, typewriter, personal computer, telephone, file cabinet, pens, and pencils.
WORKING CONDITIONS:

Working inside protected from the weather.
HAZARDS:

None

PHYSICAL DEMANDS CATEGORY:

SEDENTARY. Defined in the Dictionary of Occupational Titles as jobs requiring occasional lifting up to 10
Ibs., negligible frequent lifts, negligible constant lifts, and a MET level of between 1.5 to 2.1.

PHYSICAL JOB DEMANDS:

Not
Required Infrequent | Occasional Frequent Constant
Not on Daily 0-33% of shift, | 33-66% of 67-100% of
basis 1-100 shift, 100-500 | shift, 500+
repetitions repetitions repetitions
Standing X
Walking X
Lifting 10#
Carrying 10#
Push/Pull negligible
Climbing X
Balancing X
Bending X
Kneeling X
Crawling X
Reaching X
Handling X
Squatting X
Sitting X
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