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Cled'Word Processing Operator
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A Cambridge Schoal Certificare with credit in at least five subjects including
Englist Language, French and Mathematics or Principlcs of Accounts obtained
at nat more than two sittings'or Passcs not below Grade C in at Jeast five
subjects including English Lenguage, French and Mathematics or Principles ol
LRSS lenined at et sunrs thag e m'du;m_gn e tlea Camapal Contificato ol
Education “Ordinary Lev:l"\/farovided that at on¢ cf the sittings. paases have
been obtained either (i) in five subjects including English Language with ut
lzast Grade C ia any two subjects or (if) in six subjects including English
Language with at least Grade C in any onc subjzct,

Candidates not possessing a credit in English Language at the
Cambridge Schocl Certificats will also be considered provided they
POSsess passas in at l2ast two subjects at “Principal Level™ and one
t at “Subsidiary Level™ as well as the Genzral Paper gbtaincd
on oa: cetificate at th: Cambridze Higher Schoo! Certiticale

Examinations.

E. A Cambridgs Higher School Certificaiz or Pesses in at least two subjects
ovtained on cac certificate at the General Certificata of Educartion “Advanced
Level™.

@ A certificate in typewTiting at a speed of at least 25 words a minute from o

recognised institution.

D. A certificatz in Word Processing or Data Processing from a recognised

nstitution

Equivalent qualifications 1o A, B. C and D above acceptable to the Board.

E3 Candidatzs should -

(i)  possess good communication skills;
(i)  have a positive attitude towards work: and

2 of mational and intamasional issus=s,
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' 1o perddem clerical and word processing dutias including, infer alia, -
(1) Preparing, scrutinising and pracessin g documents and recards;
714 . . ~ '
U1 tvping and coliating a artety of general office comespondence and
dacuments, according to competanciss;

N

ng and processing mail

(vi)  camying out word processing and data eniry and L updzating information

ina comptiiter Sysism;

ion/section/unil and

(viii)  assistiag in administrazive uties within the divi

alsu 2pott to operational 5o vices:

(ix)  drafing replies 1o corp espondence:

3 c--*af;r-‘ii“g erns.IJ 5e1vices and CATYING Gut secretarial dutiss, as at

(xi)  effecting simpla
submit results ther:
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