
Office Manager
200130

Office Assistant IV
200113

Executive
Assistant I

200120 Secretary
(Stenographer) 

(Starred)
200201

Office Assistant III
200112

Office Assistant II
200111

Office Assistant I
200110

Clerical Trainee
200100

Specialized 
Clerical & 
Technical

Sub-Family

Executive
Assistant II

200121

Library
Sub-Family

Office Administrator
200140

Revised:  05/16/11

Key:

Represents a single class title 
within a job family.

Bachelor’s degree required.

Represents another job family 
that can be used as a bridge for 
moving into another job family.

Represents a logical career 
ladder.  Additional experiences, 
licenses, certifications, and/or 
education may be necessary.  
See job description for details.

Please note:  Movement into 
“Starred” classes is not allowed.

OFFICE SERVICES JOB FAMILY
General Clerical & Supervision Sub-Family
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