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Jurisdiction:  Cortland County

Jurisdictional Class: Competitive

Adopted:  10/20/05

INFORMATION PROCESSING CLERK

DISTINGUISHING FEATURES OF THE CLASS: 

The work involves responsibility for managing the entry and retrieval of specific information using database and/or spreadsheet software on a computer.  Incumbents operate a computer to transcribe data from source documents, and query and generate reports as required to support technical and professional staff involved in a program.  This class differs from Keyboard Specialist by the fact that Information Processing Clerks enter, update and search for data and generate reports on a specialized database/spreadsheet on a regular basis.  In addition, incumbents in this class may perform clerical duties in support of office operations.  The work is performed under direct supervision with latitude allowed for scheduling and executing day to day duties and responsibilities. Does related work as required.

TYPICAL WORK ACTIVITIES:
(Illustrative only)

Develops, maintains and updates computerized records containing information required for specialized programs;

Searches and retrieves data from computerized records by use of queries or other means appropriate to the software;

Modifies the computerized records as program information needs change or advises a programmer as to needed changes;

Prepares source material prior to input of data into computerized records;

Provides for the distribution of reports to appropriate professional staff;

Records requested information on appropriate form or other document or relays the data to the requester;

Sorts and meters mail in mailroom;

Performs general office duties as required.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

Good knowledge of database/spreadsheet software applications; 

Good knowledge of the principles and practices of computerized records 
maintenance;

Good knowledge of database/spreadsheet creation and modification; 

Working knowledge of modern office terminology, procedures, equipment and business English;

Ability to operate a personal computer and utilize common office software programs including word processing, spreadsheet and databases;

Ability to enter data into query and issue reports from database and spreadsheet programs; 

Ability to establish and maintain effective working relationships with others; 

Ability to perform close, detail work involving considerable visual effort and concentration;

 Physical condition commensurate with the demands of the position.
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MINIMUM QUALIFICATIONS: Either:

(a) Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with an Associate’s degree or higher in secretarial science, or closely related field; or 

(b) Graduation from high school or possession of a high school equivalency diploma and two (2) years of experience entering data, running queries and generating reports from a computer database or a spreadsheet program; or

(c) An equivalent combination of training and experience as defined by the limits of (a) and (b).
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