0303B - CLERK-STENO-Clerk-Stenographer

BASIC QUALS - 0303B-Basic Qualifications - 0303B
	YN-(All Grade Levels) I can type at least 40 words per minute.

	

	MC-GS-3 Choose the one statement that describes your education and/or experience as it relates to this position.

	

	I have graduated from High School, or possess the equivalent, such as a GED.

	

	I have at least 6 months of progressively responsible clerical, office, or other experience, such as typing, filing, maintaining records, taking dictation, and/or transcribing from recordings.

	

	Neither of the previous statements apply to me.

	

	YN-GS-3 I can take dictation and/or transcribe from machine recordings at the rate of at least 80 words per minute.

	

	MC-GS-4 Choose the one statement that describes your education and/or experience as it relates to this position.

	

	I have completed at least 2 full years (60 semester or 90 quarter hours) of study above the high school level in any field.

	

	I have at least 1 year of progressively responsible clerical, office, or other experience, such as typing, filing, maintaining records, etc.

	

	I have a combination of education (as described in the first choice above) and experience (as described in the second choice above). The total of my education and experience is at least 100%. [Example: Completion of 1 year of study plus 6 months experience = 100%].

	

	None of the previous statements apply to me

	

	YN-GS-4 I can take dictation and/or transcribe from machine recordings at the rate of at least 80 words per minute.

	

	MC-GS-5 Choose the one statement that describes your education and/or experience as it relates to this position.

	

	I have completed at least 4 years of post-high school education toward a bachelor’s degree in any field.

	

	I have 2 years of progressively responsible clerical, office, or other work such as typing, filing, maintaining records, completing forms, but included either taking dictation or transcribing documents from recordings.

	

	I have a combination of education (as described in the first choice above) and experience (as described in the second choice above). The total of my education and experience is at least 100%. [Example: Completion of 2 years of study plus 1 year experience = 100%].

	

	None of the previous statements apply to me.

	

	MC-GS-5 Please select from among the following responses the stenographic proficiency level that best represents your skill in taking dictation.

	

	I take dictation at 80 or more words per minute.

	

	I take dictation at 120 or more words per minute.

	

	I do NOT take dictation.

	

	MC-GS-6 Please read the following statements and select the one that best applies to you.

	

	I have at least 1 full year of specialized experience that is equivalent to the duties and responsibilities performed at the GS-5 level in the Federal service.

	

	I do NOT have at least 1 full year of specialized experience as described.

	

	NA-GS-6 Examples of qualifying specialized experience at the GS-5 level include: taking manual dictation, or transcribing notes from machine recordings; receiving visitors and phone calls, personally providing information requested or directing caller to appropriate staff; maintaining files, purging and retiring files as needed; maintaining regulations, policies, procedures, and other documents for ready reference; ordering and maintaining inventory of office supplies; arranging for equipment, telephone and furniture repair, and/or office moves; performing travel-related duties (i.e., preparing travel orders and vouchers, preparing advances when necessary, making arrangements for government usage, and initiating all airplane, hotel, and rental car reservations); reconciling discrepancies in leave charges and overtime payments; etc. 

	

	MC-GS-6 Please select from among the following responses the stenographic proficiency level that best represents your skill in taking dictation.

	

	I take dictation at 80 or more words per minute.

	

	I take dictation at 120 or more words per minute.

	

	I do NOT take dictation.

	

	MC-GS-7 Please read the following statements and select the one that best applies to you.

	

	I have at least 1 full year of specialized experience that is equivalent to the duties and responsibilities performed at the GS-6 level in the Federal service.

	

	I do NOT have at least 1 full year of specialized experience as described.

	

	NA-GS-7 Examples of specialized experience at the GS-6 level include: taking manual dictation, or transcribing notes from recordings; performing a wide variety of administrative support functions related to human resources, security, travel, training, files management, budget, supplies and inventory, property accountability, or space management; developing and implementing office procedures pertaining to files and other clerical and administrative activities; serving as an immediate source of information on personnel processing and other administrative actions; maintaining employee records, accident reports, workman's compensation files, performance appraisals, job descriptions, etc.; preparing and distributing various administrative reports; etc. 

	

	MC-GS-8 Please read the following statements and select the one that best applies to you.

	

	I have at least 1 full year of specialized experience that is equivalent to the duties and responsibilities performed at the GS-7 level in the Federal service.

	

	I do NOT have at least 1 full year of specialized experience as described.

	

	NA-GS-8 Examples of specialized experience at the GS-7 level include: taking manual dictation, or transcribing notes from recordings; performing and coordinating a wide variety of administrative support functions; developing, implementing and supervising office procedures pertaining to clerical and administrative activities; serving as an immediate source of information on various administrative procedures and processes; preparing and distributing various administrative reports; etc. 

	

	MC-GS-8 Please select from among the following responses the stenographic proficiency level that best represents your skill in taking dictation.

	

	I take dictation at 80 or more words per minute.

	

	I take dictation at 120 or more words per minute.

	

	I do NOT take dictation.

	

	MC-GS-9 Please read the following statements and select the one that best applies to you.

	

	I have at least 1 full year of specialized experience that is equivalent to the duties and responsibilities performed at the GS-8 level in the Federal service.

	

	I do NOT have at least 1 full year of specialized experience as described.

	

	NA-GS-9 Examples of specialized experience at the GS-8 level include: taking manual dictation, or transcribing notes from recordings; performing and coordinating a wide variety of administrative support functions; developing, implementing and supervising office procedures pertaining to clerical and administrative activities; serving as an immediate source of information on various administrative procedures and processes that are complex or unprecedented; preparing and distributing various administrative reports; etc. 

	

	MC-GS-9 Please select from among the following responses the stenographic proficiency level that best represents your skill in taking dictation.

	

	I take dictation at 80 or more words per minute.

	

	I take dictation at 120 or more words per minute.

	

	I do NOT take dictation.


