STATE OF NEBRASKA
CLASS CODE:
S01210
CLASS SPECIFICATION
SALARY GRADE:
334

EST: 09/77 - REV: 05/02
OVERTIME STATUS:
N
TYPIST
DESCRIPTION:  Under general supervision, provides varied, complex, skilled typing and clerical support to several members within an office, program, or administrative operation; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Edits and types narrative, numerical, or graphic information from rough draft and/or revised typed draft, documents, or voice recordings to provide legibility and clarity and facilitate and processing or documentation of information.

Proofreads and corrects final copy or corrected material to ensure typographical, spelling, capitalization, punctuation, grammatical, and format errors are identified and corrected.

Disseminates information orally, by telephone, by form letter, or by distributing written materials pertinent to agency procedures and operations to provide requested information and/or data in response to written or telephone inquiries, visitors, agency staff, and others or to refer the individual to the appropriate source of information.

Records or posts information on forms or in log books to maintain a record of staff activities or office transactions.

Codes or indexes applications, records, reports, or other information to facilitate identification, processing, filing, and retrieval.

Operates office machines including duplication/photocopy equipment, multi-sorters, collators, and calculators to duplicate, assemble, tabulate, check, or post material.

Receives, sorts, and routes or delivers correspondence, packages, and other documents to ensure proper distribution, storage, or further processing. 

Sorts, files, and retrieves correspondence, records, reports, and other items in files arranged in alphabetical, numerical, chronological, or subject matter order to ensure uniform storage and ready access to information.

FULL PERFORMANCE KNOWLEDGES, ABILITES, AND SKILLS REQUIRED:  (These may be  acquired on the job and are needed to perform the work assigned.)

Knowledge of:  the organization and functions of the assigned office, program, or administrative operation; the procedures, activities, and priorities of the assigned office; the office/clerical support techniques and specialized terminology associated with the work performed.

Ability to:  organize personal work assignments; operate specialized office equipment including a multi-line telephone, magnetic tape typewriters, and dictaphones, keep a log of work activities, prepare compilation reports.

TYPIST II (continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  English, grammar, spelling, punctuation, composition, and how words are divided into syllables; established procedures for file maintenance, record keeping, and mail distribution; standard typing formats for business documents.

Ability to:  write legibly; communicate orally and in writing with agency staff and the public to exchange information; understand and carry out oral and written instructions; file and retrieve records and other documents using an established filing system; code material using an established filing system; code material using an established indexing system, sort materials into prescribed categories; type routine forms or simple tabulations involving complicated spacing, language, or

terminology.

Skill in:  typing sufficient to type at rate of 40 words per minute (net).

JOB PREPARATION GUIDELINES: (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Coursework/training in:  office and clerical support procedures.

OR

Experience in performing office and clerical support functions.

