
CLASS TITLE: CLERK TYPIST
Class Code: 02426200
Pay Grade: 07A

EO: F

CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES:  To perform simple routine repetitive clerical and typing
work; and to do related work as required.
SUPERVISION RECEIVED:  Individual tasks are assigned with detailed and specific instructions given
as to the manner of performance; work is carefully checked in process and upon completion.
SUPERVISION EXERCISED:  Usually none.

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To type routine material not requiring the application of individual judgement, such as requisitions,
warrants, payroll lists, licenses, time cards, address and reference cards and related form material.

To type copies from longhand drafts and rough copies of statements, correspondence, file cards and
related material not requiring judgement concerning layout and presentation of information or data.

To cut stencils.
To perform simple clerical work which involves a fixed routine, can be readily learned and requires

little independent judgement.
To file records and reports, numerically and alphabetically.
To answer a telephone.
To post information from source material to simple forms and registers.
To examine reports and records for accuracy and completeness of routine, easily verified information.
To receive, sort, classify, stamp, and distribute incoming mailed and to see that outgoing

correspondence is picked up or mailed for delivery.
To staple and assemble material for distribution.
To perform messenger work as a part of other duties.
Occasionally, to operate other office appliances not requiring the services of a qualified operator.  
To do related work as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES:  A working knowledge of business English; a
familiarity with standard office filing procedures; the ability to make accurate tabulations and
computations of a simple nature; the ability to understand readily and carry out simple directions, both
oral and written; a reasonable speed and accuracy in typing routine matter from plain copy*; and related
capacities and abilities.



EDUCATION:

Education:  Such as may have been gained through:  graduation from a senior high school, including or
supplemented by courses in typing.
Or, any combination of education and experience that shall be substantially equivalent to the above
education.
*NOTE:  35 net WPM-5 minutes
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