
 
JOB DESCRIPTION
FILE CLERK


JOB TITLE: File Clerk
OBJECTIVE 
Efficiently organizes dealership records enabling easy and quick retrieval.
PRIMARY RESPONSIBILITIES
· Files all dealership forms, records, reports, correspondence, or other important material within the appropriate file system.
· Reads/examines incoming material for accuracy and legibility, gets clarification, if necessary, classifies correctly, and files within the appropriate file system.
· Searches for and retrieves information contained in files as requested.
· Keeps files current.
· Keeps records of material removed from files.
· Disposes of obsolete files by established retirement schedule or legal requirements.
· Copies records as needed.
· Maintains professional appearance and neat work area.
· Other tasks as assigned. 
ADDITIONAL RESPONSIBILITIES 
[If applicable.]
SUPERVISORY RESPONSIBILITIES 
[If applicable.]
QUALIFICATIONS
An individual must perform each essential duty satisfactorily to perform this job successfully. The requirements below represent the required knowledge, skill, and ability. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.
EDUCATION and EXPERIENCE
· No prior experience or training.
· Less than high school education; or up to one-month related experience or training; or equivalent combination of education and experience.
· High school diploma or general education degree (GED); one to three months related experience or training; or equivalent combination of education and experience.
· One year certificate from college or technical school; or three to six months related experience or training; or equivalent combination of education and experience.
· Associate degree (A.A.) or equivalent from a two-year college or technical school; or six months to one-year related experience or training; or equivalent combination of education and experience.
· Bachelor's degree (B.A.) from a four-year college or university; or one to two years related experience or training; or equivalent combination of education and experience.
VERBAL SKILLS
· Ability to read and comprehend simple instructions, short correspondence, and memos. Ability to write simple correspondence. Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.
· Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to draft routine reports and correspondence. Ability to speak effectively before groups of customers or employees of the dealership.
MATH SKILLS
· Ability to add and subtract two-digit numbers and to multiply and divide with 10s and 100s. Ability to perform these operations using units of American money and weight measurement, volume, and distance.
· Ability to add, subtract, multiply and divide into all units of measure using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
REASONING ABILITIES
· Applying common sense understanding to conduct simple one- or two-step instructions. Ability to deal with standardized situations with only occasional or no variables.
· Applying common sense understanding to conduct detailed but uninvolved written or oral instructions. Ability to deal with problems involving concrete variables in standardized situations.
· Ability to apply common sense understanding to complete written, oral, or diagram instructions. Ability to deal with problems involving concrete variables in standardized situations.
CERTIFICATION and LICENSE
[If Applicable.]
PHYSICAL REQUIREMENTS
An employee must meet the physical demands described here to perform the essential functions of this job successfully. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.
WORK ENVIRONMENT
The work environment characteristics described here represent those employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.
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Job Description Acknowledgment

I have reviewed the job description for my position and understand my responsibilities.

[bookmark: _Hlk119959629]Employee Signature: 	________________________	Date: 	___________________

Manager Signature: _____________________________       Date: 	___________________
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