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TYPIST CLERK II 
  
DEFINITION 
 
Under general supervision, to perform varied and moderately difficult typing and clerical work 
and to do related work as required. 
 
DISTINGUISHING CHARACTERISTICS 
 
Positions allocated to this class are considered to be performing working-level clerical work.  
Working under general supervision within the framework of established procedure, the Typist 
Clerk II is expected to perform a wide variety of typing and general clerical duties with only 
occasional instruction or assistance and to assist with the supervision and training of subordinate 
clerical personnel.  Allocation of positions to this class requires the incumbent to possess 
knowledge of departmental procedures and be able to choose among a limited number of 
alternatives in solving routine problems independently.  Positions allocated to this class may also 
have extensive contact with the public, answering a variety of procedural questions or providing 
information from existing or established departmental records.   
 
EXAMPLES OF DUTIES 
 
Performs a wide variety of clerical work including typing, filing, checking, recording 
information, answering the telephone and assisting the public in person; types forms, lists, 
memoranda, public notices, staff reports, correspondence, minutes and purchase orders from 
rough draft, copy, notes or transcribing machine recordings; sets up and maintains a variety of 
files, including departmental financial ledgers and records; collects, sorts, dates and time stamps 
and distributes mail; greets the public, provides information on routine questions and directs 
complex technical questions or unusual requests to appropriate staff members; takes and relays 
messages; prepares and audits documents; assists in ordering and maintaining adequate office 
supplies; inputs computer data; operates a variety of office appliances and equipment including 
typewriter, adding and calculating machines, computer input terminals, microfilm equipment, 
duplicating machines and photocopiers. 
 
REQUIRED QUALIFICATIONS 
 
Knowledge of: 
 
 Modern office methods, practices, procedures and equipment; 
 Basic computer skills; 
 English usage, spelling, grammar and punctuation; 
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Ability to: 
 
 Perform clerical work of average difficulty, including compiling data for reports; 
 and making arithmetical calculations; 
 Operate office appliances; 
 Understand and carry out oral and written instructions; 
 Operate a computer; 
 Type at a speed of not less than 45 words per minute from clear copy; 
 Spell correctly and use good English; 
 Establish and maintain cooperative relationships with those contacted in the course  
 of work; 
 Read and write at the level required for successful job performance. 
  
Training and Experience: 
 
 One year of general clerical and typing experience. 
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