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TYPIST

DEFINITION

Performs varied clerical and skilled typing tasks; processes and maintains records and written materials;
performs related work as required.

The Work Examples and Competencies listed are for illustrative purposes only and not intended
to be the primary basis for position classification decisions.

WORK EXAMPLES
Types letters, forms and other material from rough draft, dictating machine, or instructions.
Utilizes dictionary and other reference materials in performing clerical typing tasks.

Performs simple arithmetic computations; posts to statistical and other records requiring knowledge of
routine regulations; follows up discrepancies by personal contact or simple correspondence.

Examines applications and forms for completion and compliance with laws, rules and regulations; reports
discrepancies to a superior, or follows up in person and by correspondence to obtain further information.

Maintains general office files, simple account records, and/or a variety of other office records.
Answers telephone, or acts as office receptionist; routes visitors and calls; secures and gives out
information to the public in reference to departmental services, policies or regulations.
COMPETENCIES REQUIRED
Knowledge of English grammar, spelling and punctuation.
Knowledge of general office procedures and equipment.
Knowledge of business arithmetic: addition, subtraction, multiplication and division.
Knowledge of departmental programs, policies, and procedures as applied to work performed.
Ability to type 40 words per minute NET.
Ability to perform clerical tasks with speed and accuracy.

Ability to learn to operate and develop skill in the operation and minor adjustment and maintenance of
office machines, as job assignment requires (i.e., personal computer, calculator, or other office
equipment).

Ability to maintain clerical records of moderate complexity.
Ability to establish and maintain effective working relationships with others.
Ability to follow oral and written instructions.

Displays high standards of ethical conduct. Exhibits honesty and integrity. Refrains from theft-related,
dishonest and unethical behavior.

Works and communicates with internal and external clients and customers to meet their needs in a polite,
courteous, and cooperative manner. Committed to quality service.

Displays a high level of initiative, effort and commitment towards completing assignments efficiently.
Works with minimal supervision. Demonstrates responsible behavior and attention to detail.

Responds appropriately to supervision. Makes an effort to follow policy and cooperate with supervisors.

Aligns behavior with the needs, priorities and goals of the organization.
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Encourages and facilitates cooperation, pride, trust and group identity. Fosters commitment and team
spirit.

Expresses information to individuals or groups effectively, taking into account the audience and nature of
the information. Listens to others and responds appropriately.

EDUCATION, EXPERIENCE, AND SPECIAL REQUIREMENTS
Ability to type at least 40 words per minute NET.
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