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12. Describe fully in what detail your assignments are made to you, stating what form (such as—penciled lay—out roughdraft, etec.) your work 1s
in when it comes to you, what decisions have already been made for you, what decmons are left to you llsuallpte;:ba,l_uxs:t;:uc-
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13. Summarize your work as you understand it __General secretarial duties. S ——— —

14. Who checks or reviews your work?_ -~ DT, len _
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15. Give the names and titles of emplqyees under your superv1s1on If you supervise an entire unit, simply give the name of such unit and the
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number of employees supervised_ _one or two s*ﬁudents s perha.ps 4two hours a dax, to dO routine
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l I certify that I have 'read the mstmctwns, that the enmes made abo ve are my own and to the best of my knowledge are accurate and com-
piete. | ~
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- PART IL TO BE FILLED IN BY THE IMMEDIATE SUPERIOR

16. Are the above statements of the employee accurate and cbmple’t}eﬁ?' (Indicate any inaccuracies or incomplete items)

17. 'Gwe your idea of the essential nat'ure of the work and responslbﬂltles of the position and the supervision and attention 1t requires. - ..
___This position requires -=oee e of’ high intelligence, tact a.nd efficlency. She must

De WeE '€ .';- _University procedure. . I’attei__p;er aining to the department are
"rC s office. This is not a job for & beginner, bu“c r .}Ltir;es a
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of experlence who oa.n do the work qulckly, accurately &nd expertlye
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18. Indlcate the qualifications which you think should be requlred in ﬁllmg a future Vaca.ncy mn “this posﬂ;mn Keep the pOSlthIl 1tself in mind,

rather than the quahﬁca,tmns of the mdlwdual who now occuples it.- . - : 3 ATOTOE. ML Y O NG O
A. Education and Special Training: Years and kmd__ﬁlls_.ﬂess trﬁl nmg T A x
B EXperlence . Years and kind__ € a*_ S Of offlce e;t_perlence HGOGESB.I_'X . o,
C. Licenses or certlﬁca.tes required____ v £ 32 FAT ¥ 6 Gewany sena srsee a5 & oieccne L 2
D. What knowledges, abilities, skllls and physwal quallﬁcatmns should 1ncumbent possess‘? he ] - . DE ¢
__expert stenogre.pher, have ability to meet people “p]:e*asaznﬂy“ma‘*ba:ctﬁxﬂ:y, be eble to
__handle responsibility of office. Good health, of course, is necessary. -
19. If the position requires any typing or stenography (taking and transcribing dictation) fill out the following:
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(TO BE FILLED IN BY THE DEPARTMENT HEAD)
20. Comment on the above statements of the employee and the supervisor. Indicate any imaccuracies— —. . .
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(Certiﬁcatio_n_a of Department He-ad) -
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