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CODE: 203.362-010 Buy the DOT:Download

TITLE(s):
CLERK-TYPIST (clerical)



Compiles data and operates typewriter or computer in performance of routine clerical duties
 to
maintain business records and reports: Types reports, business correspondence,
 application forms,
shipping tickets, and other material. Files records and reports, posts
 information to records, sorts
and distributes mail, answers telephone, and performs similar
 duties. May compute amounts, using
adding or calculating machine. May type on or from
 specialized forms and be designated Guest-History
Clerk (hotel & rest.); Storage-Receipt
 Poster (clerical). May compile reports and type prescription
data on labels in hospital
 pharmacy and be designated Dispensary Clerk (medical ser.). May be
designated:
 Collection-Card Clerk (clerical); Motor-Pool Clerk (clerical); Order Clerk (utilities);
Policy-
Issue Clerk (insurance). May operate telex machine to produce records and reports.

GOE: 07.06.02 STRENGTH: S GED: R3 M3 L3 SVP: 4 DLU: 88

ONET CROSSWALK: 55307 Typists, Including Word Processing
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World
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Language Translations

|
| Espaρol
| Children | Lawyers | E-mail


"Immigration Superhighway",
"Immigration Central", "Immigration Assistant",
 "Immigration
Expert", "Immigration Expert Pro" and "Immigration USA" are
trademarks

 of Information Technology Associates.
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