STATE OF NEBRASKA
CLASS CODE:
S01312

CLASS SPECIFICATION
SALARY GRADE:
336

EST: 05/80 - REV: 01/98
OVERTIME STATUS:
N
WORD PROCESSING SPECIALIST II

DESCRIPTION:   Under general supervision, operates word processing equipment to type/transcribe material onto storage media; 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.)

Operates word processing equipment to type, transcribe, and record correspondence, reports, standard forms, manual materials, and other documents onto various storage media, following pre-set standardized applications. 

Proofreads, corrects, and edits rough draft, final copy, and/or corrected material to ensure grammatical, spelling, typographical, capitalization, and punctuation errors are identified and corrected and to comply with standardized formats.

Revises and updates correspondence, reports, and other typewritten material to reflect user requested global changes, merged material, and/or alterations in format, by manipulating the text.

Files and retrieves correspondence, reports, magnetic media, and other material within files that are arranged in alphabetical, numerical, chronological, and/or subject matter order to ensure uniform storage and ready access to previously recorded information.

Records data on production and stored documents with other information into ledgers, journals, log books, or on to cards, forms, documents, or other record keeping devices to document work activity and office transactions.

Sorts file records, materials, magnetic media, and documents to facilitate further processing and updating as required by established policies and procedures.

Demonstrates and explains the operations and applications of word processing equipment and storage media to other word processing specialists to solve work assignment problems.

Tests and debugs new word processing programs as a participant with other word processing staff to initiate new programs and evaluate their output.

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

Knowledge of:  agency rules, policies, and procedures on word processing operations; the programming requirements of the word processing equipment used.

Ability to:  recognize and correct errors in source documents during or prior to typing/transcription; detect and adjust minor deficiencies and malfunctions in the word processing equipment; solve word processing problems through the integration of equipment capabilities and application requirements; explain the operation and application of the word processing equipment to other staff.

WORD PROCESSING SPECIALIST 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, capitalization, and punctuation, to recognize and correct errors in typed or dictated material; office support practices including filing, coding, and routing procedures; the forms and formats processed in the word processing center; the capabilities and operating features of word processors including machine coding requirements.

Ability to:  communicate with co-workers and other agency staff to exchange factual information; operate word processing equipment to type and transcribe material from and onto storage media; transcribe and verify/complete word processing assignments which require constant and close attention to detail; apply the capabilities of the word processor to work assignments; apply word processing procedures and instructions to input/output, scheduling, and problem solving directives; understand and apply oral and written instructions from the supervisor; select and apply a variety of instructions and procedures to complete work assignments; initiate and update records such as production data, stored document log books, and/or magnetic media files.

Skill in typing sufficient to type at a rate of 40 net words per minute.

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.)

Experience in word processing equipment operations and applications.

OR

Coursework/training in:  word processing equipment operations and applications, AND experience in office/clerical support work.

