STATE OF NEBRASKA
CLASS CODE:
S13211

CLASS SPECIFICATION
SALARY GRADE:
334

EST: 05/70 - REV: 01/98
OVERTIME STATUS:
N
STATISTICAL CLERK I

DESCRIPTION:  Under immediate to general supervision, collects, compiles, computes, and verifies numerical data, information, and materials; 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.) 

Collects numerical data, graphic materials, and other information from records or files, and through speaking with appropriate sources or reviewing survey questionnaires, or through visual observation in order to prepare to compute, tabulate, or summarize information. 

Computes the totals, averages, and percentages of numeric data in order to have the data necessary to prepare reports, construct tables and charts, and to provide data to others for use in making further calculations, statistical analyses, or reports. 

Tabulates numeric information into charts, graphs, or tables in order to record information in a uniform, standardized, and usable manner. 

Compares numeric information in one source with corresponding information from another source in order to verify accuracy, completeness, or internal consistency. 

Sorts, retrieves, and files reports, records, and documents to ensure uniform storage and easy access to information. 

Operates calculators, computer terminals, microfiche readers, photocopying machines and typewriters in order to compute, collect, duplicate, check, and record information. 

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 policies, procedures, and guidelines related to office support procedures; agency policies, procedures, and guidelines related to statistical support operations; standard sources of data, information, and materials necessary to carry out assigned duties; and deadlines for the completion of standard reports. 

Ability to:  understand and apply agency policies, procedures, and guidelines related to statistical support procedures; locate and extract data from sources identifiable with the subject being researched; calculate means, medians, modes, and weighted averages; complete agency reporting forms related to statistical projects. 

STATISTICAL CLERK I (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:  office support procedures relating to record maintenance, filing, telephone operations, and office machine use. 

Ability to:  operate office machines such as calculators, computer terminals, photocopiers, microfiche readers, and typewriters to carry out assigned duties; edit reports, documents and records to ensure accuracy and completeness in accordance with established guidelines; identify similarities and differences between two or more sources of data; calculate solutions to arithmetic problems involving whole, decimal, and fractional numbers with and without the use of a calculator; transpose and record data accurately; file and retrieve information and material in accordance with established guidelines. 

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 performing office support activities. 

OR

Coursework/training in office/clerical support procedures.

