LABOR CATEGORY INFORMATION SHEET
	Labor Category
	SCA Category

	WORD PROCESSOR 
	YES

	GENERAL DUTIES OR EXPERIENCE:

	See Below  

	ADDITIONAL REQUIREMENTS

	None

	Level
	eCraft Title
	eCraft Code

	I
	WORD PROCESSOR I
	01611

	Typical Education:

	High School/Vocational School diploma or GED Certificate.

	Typical Experience:

	Produces a variety of standard documents, such as correspondence, form letters, reports, tables and other printed materials.  Work requires skill in typing; a knowledge of grammar, punctuation and spelling; and ability to use reference guides and equipment manuals.  Performs familiar, routine assignments following standard procedures.  Seeks further instructions for assignments requiring deviations from established procedures. 

	Additional Guidelines:

	None

	Level
	eCraft Title
	eCraft Code

	II
	WORD PROCESSOR II
	01612

	Typical Education:

	High School/Vocational School diploma or GED Certificate.

	Typical Experience:

	1 year of work-related experience.  Uses a knowledge of varied and advanced functions of one software type, a knowledge of varied functions of different types of software, or a knowledge of specialized or technical terminology to perform such typical duties as:

Editing and reformatting written or electronic drafts.  Examples include:  Correcting function codes; adjusting spacing and formatting; and standardizing headings, margins, and indentations.

Transcribing scientific reports, lab analyses, legal proceedings, or similar material from voice tapes or handwritten drafts.  Work requires knowledge of specialized, technical or scientific terminology.

Work requires familiarity with office terminology and practices; incumbent corrects copy and questions originator of document concerning missing information, improper formatting, or discrepancies in instructions.  Supervisor sets priorities and deadlines on continuing assignments, furnishes general instructions for recurring work, and provides specific instructions for new or unique projects.  May lead lower level word processors.

	Additional Guidelines:

	None

	Level
	eCraft Title
	eCraft Code

	III
	WORD PROCESSOR III
	01613

	Typical Education:

	High School/Vocational School diploma or GED Certificate.

	Typical Experience:

	2 years of work-related experience.   Requires both a comprehensive knowledge of word processing software applications and office practices and a high degree of skill in applying software functions to prepare complex and detailed documents.  For example, processes complex and lengthy technical reports which include tables, graphs, charts, or multiple columns.  Uses either different word processing packages or many different style macros or special command functions.  Independently completes assignments and resolves problems.

	Additional Guidelines:

	None


