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Office Support Skill Code Sheet

(Hiring Department)


Skill Set (check all that apply)

TYPING/KEYBOARDING EXPERIENCE
	 
	Ability to sit at a keyboard/computer/workstation for majority of work day

	 
	Data entry requiring minimal typing speed

	 
	Typing speed of 30-49 words per minute

	 
	Typing speed of 50 and above


COMPUTER EXPERIENCE
	 
	Word processing     

	 
	Spreadsheets     

	 
	Database management     

	 
	Researching, accessing and retrieving information from the Internet     

	 
	Desk-top publishing software     

	 
	Email     

	 
	Presentation / slide show     

	 
	Designing, editing, maintaining web pages    

	 
	Microsoft Windows


	  
	Macintosh computer


COMPUTERIZED RECORD KEEPING EXPERIENCE
	 
	Budget related records 

	 
	Payroll related records 

	 
	Human Resources/personnel related records  

	 
	Travel related records 

	 
	Grant and/or contract related records 


ACCOUNTING EXPERIENCE


	 
	Processing documents for entry into an accounting system 

	 
	Reconciling accounts and subsidiary ledgers, such as receivables and payables

	 
	Creating and producing reports using a computerized accounting system


PUBLIC CONTACT/CUSTOMER SERVICE EXPERIENCE
	 
	Providing and receiving information in person, by phone or electronically

	 
	Explaining information regarding specific programs or services

	 
	Providing in-depth technical information regarding policies, procedures and programs


LEADWORK EXPERIENCE


	 
	Plans, assigns, and reviews work of others

	 
	Making hiring/salary recommendation; providing input for performance evaluations


BANNER ENTERPRISE DATA BASE (Sungard Higher Education software) & DATA WAREHOUSE EXPERIENCE
	 
	Financial Information System (FIS)

	 
	Student Information System (SIS)

	 
	Human Resource Information System (HRIS)

	 
	Data Warehouse (business intelligence software by Hummingbird BI)


INFORMATION TECHNOLOGY EXPERIENCE
	 
	Relational databases

	 
	Computer programming 

	 
	Web development

	 
	Network operating systems

	 
	Desktop operating systems

	 
	Hardware installation

	 
	Software installation

	 
	Technical / Help Desk support
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