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CONTRA COSTA WATER DISTRICT

CLERK STENO

DEFINITION

Under general supervision, takes dictation and transcribes stenographic notes on a typewriter; performs various clerical and typing tasks requiring the frequent exercise of independent judgment; performs related work as required. 

DISTINGUISHING FEATURES 

This is varied clerical and stenographic work of moderate complexity. The clerical duties for the most part are non-standardized and require initiative and independent judgment. The stenographic duties are typical, requiring taking of stenographic notes from dictation and transcribing them accurately on a typewriter. 

TYPICAL EXAMPLES OF WORK PERFORMED 

1. 
Takes stenographic notes from dictation and transcribes them accurately. 

2. 
With the exercise of independent judgment, types letters, memorandums, stencils, schedules, columnar data sheets, reports, records, technical documents and similar materials from plain or corrected copy, rough draft, stenographic notes, or voice recording equipment. 

3. 
Types or writes data on standardized forms, where the data my be compiled from several sources or be difficult to obtain. 

4. 
Composes routine correspondence from brief notes or oral instructions, referring to familiar sources within the office for detailed information. 

5. 
Proofreads typed work and checks records and reports for clerical and arithmetical accuracy, completeness and compliance with non-routine instructions. 

6. 
Stakes appointments and receives or provides factual information requiring the exercise of judgment and discretion over the telephone or in conversation with callers. 

7. 
Performs clerical duties as assigned such as classifying data according to a predetermined file system, assembling information and preparing reports, filing, copying, typing, phones, special projects, and relief for other clerical positions. 

8. 
Performs other duties as may be assigned. 

MINIMUM QUALIFICATIONS FOR EMPLOYMENT

Education:

Completion of 12th grade or its equivalent. 

Experience: 

Two years of full-time employment in clerical work involving taking and transcribing stenographic notes.

Knowledge Skills, and Abilities: 

Thorough knowledge of correct grammar, rules of punctuation, spelling, business letter writing, and proper form for typical material. 

Working knowledge of modern office practice, including filing, indexing, and cross-referencing methods, care and use of a typewriter; and of the operation of common office equipment such as adding, duplicating and photocopying machines. 

Ability to take dictation at a speed of 100 words per minute; to do accurate typing at a speed of 50 words per minute from common typewritten or printed copy; to type from corrected rough draft copy with speed and accuracy; to compose routine correspondence from brief oral or written instructions; to make arithmetic calculations with speed and accuracy; to learn the policies and procedures pertaining to the work; to express self clearly and concisely; to deal tactfully and effectively with the public; and to do routine clerical work. 

Other Requirements: 

Must successfully pass a physical examination before employment with the District; have a California driver's license and a satisfactory driving record. 
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