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STENOGRAPHER CLERK I 
 

STENOGRAPHER CLERK II 
(Series Specification) 

 
DEFINITION 
 
Under general supervision, to perform a wide variety of general clerical and typing duties; may 
take and transcribe dictation; and to do related work as required. 
 
DISTINGUISHING CHARACTERISTICS 
 
Stenographer Clerk I is the normal entrance level for employees required to have typing and, in 
some cases, stenographic skill but no previous clerical office experience.  While a variety of 
tasks may be assigned to an employee in this class, each step usually fits a pattern, which has 
been established and explained before work is started.  Generally, work is observed and reviewed 
both during its performance and upon completion, and changes in procedure or exceptions to 
rules are explained in detail as they arise.  Stenographer Clerk I's are normally considered to be 
on a training status and as assigned responsibilities and breadth of knowledge increase with 
increased experience may reasonably expect their positions to be reassigned to the next higher 
grade of Stenographer Clerk II.  Under this training concept, positions assigned to the grade of 
Stenographer Clerk II which become vacant, may reasonably be filled at the Stenographer Clerk 
I grade, with the understanding that future reassignment to the Stenographer Clerk II grade is in 
most cases to be expected.  In some instances, however, occurring most frequently in offices 
with more than one clerical employee, work is assigned and supervised in such a way as to 
permit the performance of only the most routine duties with little opportunity for exercising 
independent judgment.  In such cases, a position may be expected to remain a Stenographer 
Clerk I for an indefinite period of time. 
 
Stenographer Clerk II positions are normally filled by advancement from the lower grade of 
Stenographer Clerk I or, when filled from outside the classified service, require prior clerical 
and, in some cases, stenographic experience.  A Stenographer Clerk II works under general 
supervision and within a framework of established procedures and is expected to perform a wide 
variety of typing and general clerical duties with only occasional instruction or assistance.  
Adequate performance of this level requires a knowledge of departmental or office procedures 
and precedents and the ability to choose among a limited number of alternatives in solving 
routine problems.  Work is normally reviewed only on completion and for overall results.  
Employees in this grade have frequent contact with the public, answering a variety of procedural 
questions or giving out information from established departmental records. 
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EXAMPLES OF DUTIES 
 
Performs a wide variety of clerical and typing duties; may take dictation of memos, 
correspondence, reports, letters and other materials; independently composes letters from 
marginal notes or general oral or written instructions; types material from rough draft and  
copy, including letters, memos, reports, legal and formal documents, agenda, newsletters, forms, 
records, rosters, certificates and requisitions; attends meetings and may take and transcribe 
dictation; sorts, indexes, records and files a variety of information; completes a variety of forms 
and posts financial and statistical information to records; checks records, forms, documents and 
other material for clerical and arithmetical accuracy and compliance with established standards 
and procedures; greets visitors and provides information and assistance in person or on the 
telephone regarding office or department programs and procedures; receives, sorts and 
distributes mail; compiles routine statistical data and reports from a number of established 
sources; schedules appointments and meetings; classifies materials by subject matter and 
establishes required files; personally answers routine requests for information by enclosing 
materials or sending form letters; requisitions office supplies; operates a variety of office 
machines and equipment. 
 
REQUIRED QUALIFICATIONS 
 
Knowledge of: 
 
 Stenographer Clerk I 
 Basic elements of correct English usage, spelling, grammar and arithmetic; 
 Receptionist and telephone techniques; 
 Basic recordkeeping procedures. 
 
 Stenographer Clerk II 
 The above, plus: 
 Modern office practices and procedures, including business correspondence, filing 
 techniques and the operations of standard office equipment. 
 
Ability to: 
 
 Stenographer Clerk I 
 Perform routine clerical work, including the ability to spell correctly, use good 
 English, make accurate arithmetical computations; 
 When identified as a requirement for a position, take dictation at a rate of 80 

words per minute and transcribe it accurately; 
 Operate a computer keyboard; 
 Type at a speed of not less than 45 words a minute from clear, legible copy; 
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 When identified as a requirement for a position, typing skills may be required at a 
 higher level; 
 Understand and carry out oral and written directions; 
 Work cooperatively with others and meet the public with courtesy and tact. 
 
 Stenographer Clerk II 
 The above, plus: 
 Type at a speed of not less than 45 words a minute from clear, legible copy 
 When identified as a requirement for a position, typing skills may be required at a 
 higher level. 
 
Training and Experience: 
 

Any combination of training or experience that would likely provide the required 
knowledges and abilities is qualifying.   

A typical way to obtain these knowledges and abilities would be: 
 
Stenographer Clerk I 
 
None required. 
 
Stenographer Clerk II 
 
One year of experience performing secretarial and clerical duties. 
 


