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5.  PERFORMS OTHER DUTIES AS ASSIGNED
JOB SKIL! REQUIREMENTS
1.  SKILL IN PROCESSING WRITTEN MATERIALS: skill in typing and

proofing copy; knowledge of formats for various documents.

2. COMMUNICATION SKILLS: ability to organize and convey
information in a concise fashion without loss of necessary
detail.

3. CLIENT AND PUBLIC RELATIONS SKILLS: ability to maintain or
project a positive image in face-to-face and telephone
conversations and tactfully respond tc client or employee
guestions, suggestions, or complaints.

4. RESEARCH AND EVALUATION SKILLS: knowledge of procedures
used to loccate and cobtain lost or missing forms o
information and trace sources of errors.

1S: ability to perform simple arithmetic
and to detect arithmetic errors.

High school graduate or eguivalent. Three years of
practical work experience as a senior secretary or Lwo years
experience as a legal secretary.



