CLERK TYPIST

(BILINGUAL/BICULTURAL - LATINO)

DEFINITION

Under general supervision, perform a variety of increasingly responsible clerical tasks related to positions in the following Dane County areas: Public Health Preparedness Consortium, the Women, Infants and Children (WIC) Program for the Department of Human Services’ Public Health Division as a floater at the Dane County Job Center, or Register of Deeds.  Incumbents in this classification are normally engaged in standardized work, but independent judgment and specific instructions may be required in applying procedures to unusual cases. Errors are usually discovered by a lead support person or first line supervisor before serious consequences can result.  Keying is normally from standard source documents and on standard types of electronic equipment.  Knowledge of complex layouts and designs is not usually required.  Employees in this classification may have a great deal of contact with the public and employees of other units in seeking and providing information where general knowledge of departmental policy and procedures is required.  There are no formal or direct lines of supervision over other staff although employees at this level may assist in the training of new employees and the monitoring and assigning of work to temporary employees performing similar work.

EXAMPLES OF DUTIES

Facilitate and coordinate communication between WIC clients and Human Services staff by answering phones and scheduling and notifying clients of appointments, organize and maintain files; register and determine eligibility of WIC clients and clinics; issue WIC drafts by entering data into a computer and producing reports; participate in meetings, including staff agency, state WIC, and departmental as required.  

The Register of Deeds position will review documents for completeness and accuracy, organize and maintain files, index and scan using standard computer software and equipment; access documents and prepare certified copies, learn and apply the terminology, rules and procedures of the position, communicate with customers in person and on the phone in a helpful manner; using standard office equipment such as copy machines, cash registers, point of sale credit card system, simple bookkeeping systems and perform basic problem-solving tasks when there are system and equipment failures.

Other positions may perform various duties including assisting Hispanic customers with completion of applications and translating their needs at the main Human Services Front desk and/or greet and register customers at front desk as well as setting up appointments; receive/distribute mail, checks and quest cards in the Benefits area, act as main switchboard attendant; and perform data input and mail distribution duties.
EMPLOYMENT STANDARDS

Education and Experience:  High school graduation or its equivalent and any combination of training and experience to demonstrate that the required knowledge, skills and abilities have been acquired.  Candidates must also have the demonstrated ability to type 35 words per minute with a maximum of 10 errors.  

Knowledge, Skills and Abilities:  Knowledge of modern office procedures and practices; knowledge of record keeping systems sufficient to maintain clerical records and to prepare routine reports; general knowledge of computers; demonstrated ability and desire to learn; demonstrated ability to consistently produce quality work; oral and written communication skills; demonstrated ability to effectively cope with change, frequent interruptions, deadlines, dissatisfied and/or angry customers and other demands; 
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ability to work with computer software programs, including the ability to type at least 35 words per minute with a maximum of 10 errors; training on Windows programs, demonstrated ability to effectively prioritize and organize work to meet the demands of various services and programs.

Special Requirements:  Ability to speak clearly and appropriately in the English language and speak, write and communicate effectively in Spanish is essential (must be bilingual Spanish/English).  Bilingual/bicultural individuals are encouraged to apply (knowledge of American and Latino/Hispanic cultural customs and traditions and the ability to work with members of these cultures is a plus).  Some positions may require a valid Wisconsin driver’s license and reliable transportation.  Also, depending on the position, a background check may be performed.
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