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GENERAL QUALIFICATION GUIDELINES

Experience and Education

Experience in clerical work or administrative support work

Graduation from a high school or equivalent (GED)
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Knowledge, Skills, and Abilities

Knowlédge of office practlces and administrative procedures

Skill in the use of standard office: -equip ent and- software e
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The physrcal demands descrlbeg her are represehtatlve of those th t/musbbe met by

an employee t0 successfully erform t >essential: functlor?ks of this_joB.
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hear. \The employe}e;‘frequently‘ils fequired to stand=<The emplgyee‘ is occasmnally
required o walkf Sit; use,hands to find, handle or?eDeI.Bbjeots tools or\controls Lr;each
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The employee must occasmnally Ilft ‘and/or move over"25r oun
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£y

adjust’ focus. X : R . AL 'S
O | \ . “ > 0
WORK -ENVIRONMENT: :

0 \ © —

The\work envrronment\
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Maintain physical condh}appropnate to the performance of asmgned duties and

responsibilitiesWhich may Ir‘Télude the following: —

O
Q
o / / } D i\\g J&% O ©
e sitting for extended-penods of time A
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e operating assigned eqmpmen:c)
Maintain mental capacity which permits:

e making sound decisions and using good judgment
¢ demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

+ working closely with others

¢ working in a multi-task environment
e —
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Maintain effective audio-visual discrimination and perception needed for:

e making observations

e. reading and writing o ® ‘ BOG@e )
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