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Clerk WordProcessing Operator
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Canbridge Schoal Certificate with eredit in at least five subjects including

Engish Language, French and Mathematics or Principles of Accounts obtained

at not norc than two sittings'ar Passcs riot below Grade C in at lcast live

Subjcets including English Language, Frenct and Mathematics cr Principles ol

Education "Ordinary Level"provided that at onc cf the siings. passcs have

been obtained either (i) in five subjects including English Langusge with ut

least Grade C in any cwo subjects or (i) in six subjests including English
Languagewith at lea�t Grade C in any orc subjcct.

Note

Cendidates not possessing a crcdit ia Caglish Language at the

Carnbridgce Schocl Certi ficats will also be considered provided they

possess passas in at laast tvO subjects at “Principal Level" and one

subject at "Subsidiazy Level" as well as the General Paper chlaircd

cn one certificate at the Camoridge Higher Schoo! Certificae
Examinations.

B.

D

A Cambridge Higher School Certificate or Passes in at least two subjects

obtained on one ccrtificate at the General Certifcate of Education Advanced
Levcl".

A certificate in typevriting at a speed of at least 25 words aminutc tron a

rccogrised institution.

A certificate in word Processing o: Data Proccssing fronn a rocogniscd
institution

OR

Equivalent qualifications to A, B.Cani D aboveacceptablc to the Board.

£. Candidates sthould -

() possess goodcommuricaionskills;

bave apositive atitude towards wark: ad

(ii:) have agereral knawledze of rationaland intematioral isszes.

iuatificatien s: A annve shoul ha:e hen ob:ained pricr to quelirication 2 Babae.
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NOTE
Candid:tsnot posscssing qualifcatio1 at C abovewill a!so he corsiderot providedtihey ca: type cficiently a: a speed of at lcast 25 wards a minute. They i1! brequired to undergO a tos! arangcdbv the Maurisius Standards Bureau.

NOTE2

Candidates not possassing qual ificaion at D abovc will also be considcreJ proidedthey can show pro�f ofbeing able to operare a compurer asd use word proccssiig aniddata processing packegcs.

ties:

To parion cierica! and word proccssing duties ineluding.inter a!ia, -

()
preparing,scrutinisingand processing documents and rscords:

(ii) yping and collating a variaty of generai ofics corSSpoTdence and
docunments, according to competencics;

() nainlaining files cf corespondencc, foTns, reports and oier mateiials:

(iv) receiiin�. Sorc:ne and processi:g mai and praarin: :2:2riai ler
maiiing:

() phtocopying reports and other dcuments and cperating-standarcdofficc machinss such as telefex machine;

(i) carryirg cut wod processing and data entr and updating inforn:atianin acompiter systn:

(vi) carying Ôut registTy, finance, human resource and procurement and
supply work;

(viii) assisting in administraive duties vithin the
division/section/unit and

providinggeneral sappotto operational sarvices:

(ix) drafing replies to corespondonce:

(x) cpersting email seviccs and carrying cut sccretaria! dutiss,s atlwhen required;

(xi) effecting simple rescarch on n:stters perta:ning 1o th: Burcau ardsubmitrasults thereof, as required,and

(xi:j ccpin r2cords reg�td:rg documen3. hoolis. magazine3. etc.. c{!lhcBurcau. and 25sisting users by Erovidine releva:nt ifomatim.�henever reqii[ed.

To pcrforrm such other dutis dire reia:ed tn th:induies li�tedaor2te to the d:iv�ry of the outpuf and rasu:3 evroted f.ClzrkiP-2ce3in O:erarers in the ials �ar:bed tia.


