
CAJON VALLEY UNION SCHOOL DISTRICT
PERSONNEL COMMISSION

Job Class Description

BASIC FUNCTION:
Perform a variety of clerical duties in the review and processing of purchase orders, requisitions, and
various other purchasing forms and documents;ږ戀i昡萀
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Perform various clerical duties in support of purchasing activities; initiate, receive, and route phone calls;
take, retrieve, and relay messages; greet and assist visitors; receive, sort, and distribute mail.




