9010
WORD PROCESSOR

Nat ure of Work

Under cl ose supervision, at the full-performance |evel,
perfornms skilled operation of word processing equi pnent such as a
menory typewiter, a personal conputer, or other electronic
keyboard to produce draft and final copies of a variety of typed
mat erials such as letters, nenbs, reports, newsletters,
brochures, articles, functional statements, |egal notions,
briefs, contracts, etc. This class is limted to those positions
where the primary function is the operation of word processing
equi pnent capabl e of data storage, formal coding, and/or text
editing in a production setting requiring advanced typing skills.
It is not intended for use in general office settings where
wor kers use word processing equipnent in lieu of typewiters in
the course of daily clerical support. Perforns related work as
required.

Exanpl es of Work

Creates and sorts nunerical and/or al phabetic data fil es.

Chooses formand format for routine correspondence and
reports; follows given instructions for new or nore conpl ex
tasks; may suggest style of format to users.

Refers to equi pnent manuals to determ ne nmethods for operating
equi pnent and coding; refers to departnental manuals for
commonly used formats.

I nserts and deletes information; noves material from docunent
to docunent; nerges itens; searches for spelling errors;
searches and replaces itens gl obally.

Stores information on disk or other nagnetic storage nedi um
retrieves information from storage nediumfor revision or
printing.

Speci fies and executes printer control comrands such as single
or doubl e space, special margins, last line instructions,
etc.

Proofreads printed materials to ensure accuracy and proper
granmar, corrects errors, and reprints the copy.

Del et es obsol ete docunents from storage.

Know edge, Skills and Abilities

Know edge of grammar, spelling and punctuati on.

Know edge of standard office procedures and practices.

Skills in using the text editing functions of the word
processi ng equi pnent.

Ability to type accurately and rapidly.

Ability to edit docunents without altering the intended |egal
meani ng.

Ability to read equi pment and departnental manual s and
i npl enent their instructions.



9010
WORD PROCESSOR  ( CONT' D)

M ni mum Qual i fications

TRAI NI NG Education equivalent to graduation froma standard
hi gh school or the equival ent.

EXPERI ENCE One year of full-tinme or equivalent part-tine
pai d experience in an office clerical position requiring
wor d processi ng.

SUBSTI TUTI ON  Conpl etion of formalized training in word
processing froma business or vocational school may
substitute through an established fornmula for six nonths of
t he requi red experience.
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