Job Family: 43-0000  Office and Administrative Support

Occupational Group:  43-9020  Office and Administrative Support

OCCUPATION PROFILE

JOB FAMILY:
OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATIONAL GROUP:
OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATION
WORD PROCESSORS AND TYPISTS

43-9022

BROADBAND LEVELS:

Level 1 – Pay Band 001

Level 2 – Pay Band 003

DESCRIPTION

This is work using a word processor, computer and/or typewriter to type letters, reports, forms, or other material from rough draft, corrected copy, or voice recording. Incumbents may perform other clerical duties as assigned.

EXAMPLES OF WORK

Types from rough draft, corrected copy, or previous version displayed on screen, using computer or typewriter.

Types from recorded dictation.

Addresses envelopes or prepares envelope labels, using typewriter or computer.

Gathers and arranges material to be typed, following instructions.

Adjusts settings for format, page layout, line spacing, and other style requirements.

Checks completed work for spelling, grammar, punctuation, and format.

Stores completed documents on computer hard drive or data storage medium, such as disk.

Transcribes steno typed notes of court proceedings.

Prints and makes copy of work

Files and stores completed documents.

Collates pages of reports and other documents prepared.

Sorts and distributes mail.

Answers telephone.

Operates duplicating machine.

Transmits work electronically to other locations.

Computes and verifies totals on report forms, requisitions, or bills, using adding machine or calculator.

Keeps records of work performed.

Uses data entry device, such as optical scanner, to input data into computer for revision or editing.

EXAMPLES OF JOB CHARACTERISTICS

	Getting Information Needed to do the Job
	Observing, receiving, and otherwise obtaining information from all relevant sources.

	Handling and Moving Objects
	Using one's own hands and arms in handling, installing, forming, positioning, and moving materials, or in manipulating things, including the use of keyboards.

	Interacting With Computers
	Controlling computer functions by using programs, setting up functions, writing software, or otherwise communicating with computer systems.

	Evaluating Information Against Standards
	Evaluating information against a set of standards and verifying that it is correct.

	Documenting/Recording Information
	Entering, transcribing, recording, storing, or maintaining information in either written form or by electronic/magnetic recording.

	Processing Information
	Compiling, coding, categorizing, calculating, tabulating, auditing, verifying, or processing information or data.

	Performing Administrative Activities
	Approving requests, handling paperwork, and performing day-to-day administrative tasks.

	Establishing and Maintaining Relationships
	Developing constructive and cooperative working relationships with others.

	Communicating With Persons Outside Of the Organization
	Communicating with persons outside the organization, representing the organization to customers, the public, government, and other external sources. This information can be exchanged face-to-face, in writing, or via telephone/electronic transfer.

	Communicating With Other Workers
	Providing information to supervisors, fellow workers, and subordinates. This information can be exchanged face-to-face, in writing, or via telephone/electronic transfer.


EXAMPLES OF KNOWLEDGE, SKILLS AND ABILITIES

	Reading Comprehension
	Understanding written sentences and paragraphs in work related documents



	Product Inspection
	Inspecting and evaluating the quality of products



	Monitoring
	Assessing how well one is doing when learning or doing something



	Active Listening
	Listening to what other people are saying and asking questions as appropriate



	Information Organization
	Finding ways to structure or classify multiple pieces of information



	Clerical
	Knowledge of administrative and clerical procedures and systems



	English Language
	Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar



	Computer
	Knowledge of computer software including applications


LICENSURE, CERTIFICATION OR REGISTRATION REQUIREMENTS
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