C300-090





GENERAL RESPONSIBILITIES





APPLICABLE TO:		Unit Clerk





FORMS: 				Various





A Unit Clerk performs many tasks outside the scope of any formal procedural guide.  The following is a list of such duties.





FAXING





The Unit Clerk faxes documents to other DCFS offices and various agencies.





FILING





The Unit Clerk files miscellaneous paper work into referral or case folders for the SCSW and CSWs within their unit.





MAIL





The Unit Clerk has the responsibility to pick up, sort and deliver mail to the unit.  Unit Clerks mail out letters, documents and forms to other DCFS offices, various agencies, foster homes and group homes.





SUPPLIES





The Unit Clerk orders and picks up supplies from the office supply clerk and keeps unit members adequately supplied with materials to perform their jobs.





TYPING





The Unit Clerk types an assortment of letters and documents.  Examples are:





DCFS 1726, School Report


DCFS 261, Inactive Record Transmittal and Control





GENERATING REPORTS





The Unit Clerk generates various CWS/CMS reports for the SCSW and CSWs within their unit.  An example is the Caseload Summary Report that lists all referrals or cases within a CSW’s caseload.
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