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                          Southern Oregon University
                            Clerical Skills Code Sheet

Please submit a clerical skills code sheet with your Southern Oregon University employment application when applying for clerical/office support positions. SOU may administer a test to determine level of proficiency required for a position. 

	Applicant’s Name:
	     


	Data Entry
	
	Records Maintenance

	 FORMCHECKBOX 

	typing speed:
	     
	wpm
	
	 FORMCHECKBOX 

	establishing a filing systems

	 FORMCHECKBOX 

	ability to sit at a computer for 6-8 hrs/day
	
	 FORMCHECKBOX 

	maintaining a cross-referenced filing system

	
	
	
	
	

	Computer Skills
	
	Accounting/Budgeting

	 FORMCHECKBOX 

	PC
	 FORMCHECKBOX 

	Mac
	
	 FORMCHECKBOX 

	assisting with budget preparations 

	 FORMCHECKBOX 

	Adobe Acrobat
	 FORMCHECKBOX 

	Banner FIS
	
	 FORMCHECKBOX 

	monitoring a budget and anticipating cost overruns 

	 FORMCHECKBOX 

	Banner HRIS
	 FORMCHECKBOX 

	Banner SIS
	
	 FORMCHECKBOX 

	posting and balancing entries to ledger accounts 

	 FORMCHECKBOX 

	MS Access
	 FORMCHECKBOX 

	MS Excel
	
	 FORMCHECKBOX 

	preparing journal vouchers 

	 FORMCHECKBOX 

	MS Power Point
	 FORMCHECKBOX 

	MS Word, Mac
	
	 FORMCHECKBOX 

	preparing purchase orders

	 FORMCHECKBOX 

	Fireworks
	 FORMCHECKBOX 

	MS Word, Windows
	
	 FORMCHECKBOX 

	preparing vouchers and assigning account codes

	 FORMCHECKBOX 

	HTML and Graphic
	 FORMCHECKBOX 

	PageMaker
	
	 FORMCHECKBOX 

	using an automated accounting system

	 FORMCHECKBOX 

	Other: 
	     
	
	
	

	
	
	
	
	

	Personal Computer Experience
	
	Scheduling

	 FORMCHECKBOX 

 FORMCHECKBOX 

	accessing, updating, and retrieving information from a database 
	
	 FORMCHECKBOX 

	arranging meetings including scheduling facilities and participants and making arrangements for refreshments

	
	accessing, updating, retrieving, and editing Web information 
	
	 FORMCHECKBOX 

	scheduling business trips including making hotel reservations, arranging for rental or motorpool cars, and handling reimbursement expenses

	 FORMCHECKBOX 

	data entry including input, update, correction, and retrieval
	
	
	

	
	
	
	Public Contact

	 FORMCHECKBOX 

	using desktop publishing software
	
	 FORMCHECKBOX 

	answering routine inquiries about programs/services

	
	
	
	 FORMCHECKBOX 

	explaining rules, regulations, policies, and procedures

	 FORMCHECKBOX 

	using word processing software to compose, format, edit: correspondence, reports, tables, charts, graphs, statistical or financial data
	
	 FORMCHECKBOX 

	handling complaints and/or routing to someone else for resolution

	
	
	
	 FORMCHECKBOX 

	obtaining information from clients/customers

	Written Communication
	
	 FORMCHECKBOX 

	obtaining information or quotes from vendors

	 FORMCHECKBOX 

	composing documents such as letters, reports, manuals
	
	 FORMCHECKBOX 

	providing/receiving information from clients/customers who may be upset or frustrated

	 FORMCHECKBOX 

	editing written documents for form, content, and consistency
	
	 FORMCHECKBOX 

	referring people to other programs/ resources

	 FORMCHECKBOX 

	proofreading written documents for spelling, grammar, and punctuation
	
	 FORMCHECKBOX 

	resolving complaints directly

	
	
	
	
	

	Other Languages
	
	Other Clerical Skills (Please list below)

	 FORMCHECKBOX 

	foreign languages in which you are conversant:
	
	     

	
	     
	
	

	 FORMCHECKBOX 

	sign language
	
	

	
	
	
	

	
	
	
	

	
	
	
	


For additional information contact: Southern Oregon University, Human Resource Services
 Telephone: 541-552-6315 / 541-552-6512. 
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