
CAJON VALLEY UNION SCHOOL DISTRICT 
PERSONNEL COMMISSION 

CLASS TITLE: PURCHASING ASSISTANT II 

BASIC FUNCTION: 

Under the direction of an assigned administrator , perform a variety of complex clerical accounting duties 
in support of purchasing and related accounts paya ble functions ; proces s, audit and record related 
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Any combination equivalent to: graduati on from high school and two years purcha sing, clerical 
accountin g or related experience. 

WORKING CONDITIONS: 

ENVIRONMENT: 
Office environment. 
Constant interruption s. 

PHYSICAL DEMAND S: 
Hearin g and speakin g to exchange information. 
Dexterity of hands and fingers to operate a computer keyboard. 
Seeing to read a variety of material s. 
Sitting for extended periods of time. 
Bending at the waist, kneeling or crouchin g to file a
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