
Wake County, NC Classification 0003  
 Pre Vocational Aide
 
Classification Title: Pre Vocational Aide 
FLSA Status: Non-Exempt 
 
BRIEF DESCRIPTION:  Functions as an active client of the Human Services Department 
for the purpose of gaining vocational skills and employment training. 
 
ESSENTIAL FUNCTIONS: 
This information is intended to be descriptive of the key responsibilities of the position. The following examples do 
not identify all duties performed by any single incumbent. 
 
S Sedentary L Light M Medium  H Heavy  V Very Heavy 
Exerting up to 10 lbs. 
occasionally or negligible 
weights frequently; sitting 
most of the time. 

Exerting up to 20 lbs. 
occasionally, 10 lbs. 
frequently, or negligible 
amounts constantly OR 
requires walking or 
standing to a significant 
degree. 

Exerting 20-50 lbs. 
occasionally, 10-25 lbs. 
frequently, or up to 10 
lbs. constantly. 

Exerting 50-100 lbs. 
occasionally, 10-25 lbs. 
frequently, or up to 10-
20 lbs. constantly. 

Exerting over 100 lbs. 
occasionally, 50-100 lbs. 
frequently, or up to 20-50 
lbs. constantly. 

 
  #  Code  Essential Functions  
1 S Provide front desk coverage, greet visitors to assigned areas, organize, stamp and 

file incoming and outgoing mail and perform other clerical support tasks as 
needed. 

2 L Operate cash register and provide customer service.  Support other staff with 
assignments.  Sign off on invoices and verify the amounts for accuracy.  Unload 
and stock materials. 

3 L Clean county parks, picking up paper and make sure restrooms are free of litter. 
4 L Assist county departments with loading and unloading items as needed. 
 
CLASSIFICATION REQUIREMENTS: 
 

CLASSIFICATION REQUIREMENTS 
Education  None 
Experience None 
Equivalent Education & 
Experience Accepted? 

No 

Certification and Other 
Requirements 

None 

Reading Basis 
Math Basic 
Writing Basic 
Managerial Constant Supervision 
Budget Responsibility Has no budget responsibility. 
Supervisory / 
Organizational Control 

No responsibility for the direction or supervision of others. 
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CLASSIFICATION REQUIREMENTS 
Interpersonal / Human 
Relations Skills 

Work requires contact with others in a direct reporting relationship and 
may involve contact with others outside of the direct reporting 
relationship.  The purpose of the contact is to address specific issues 
and/or general policies.  Contact may involve support of controversial 
positions or the negotiation of sensitive issues. 

 
OVERALL PHYSICAL STRENGTH DEMANDS: 
 
Sedentary  Light X Medium  Heavy   Very Heavy  
Exerting up to 10 lbs. 
occasionally or 
negligible weights 
frequently; sitting most 
of the time. 

Exerting up to 20 lbs. 
occasionally, 10 lbs. 
frequently, or negligible 
amounts constantly OR 
requires walking or standing 
to a significant degree. 

Exerting 20-50 lbs. 
occasionally, 10-25 lbs. 
frequently, or up to 10 
lbs. constantly. 

Exerting 50-100 lbs. 
occasionally, 10-25 lbs. 
frequently, or up to 10-
20 lbs. constantly. 

Exerting over 100 lbs. 
occasionally, 50-100 lbs. 
frequently, or up to 20-50 
lbs. constantly. 

 
 
MACHINES, TOOLS, EQUIPMENT, AND WORK AIDS: 
Computers, printers , cash register 
 
 

PRIMARY WORK LOCATION 
X Office Environment  Shop 

 Clinic  Vehicle 
 Recreation Centers/Neighborhood Centers  Warehouse 

X Outdoors (see 1 below)  Other (see 2 below) 
(1) N/A 
(2) N/A 
 
PROTECTIVE EQUIPMENT REQUIRED:  
Gloves 
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