LABOR CATEGORY INFORMATION SHEET
	Labor Category
	SCA Category

	CLERK, GENERAL 
	YES

	GENERAL DUTIES OR EXPERIENCE:

	See Below

	ADDITIONAL REQUIREMENTS

	None

	Level
	eCraft Title
	eCraft Code

	I
	CLERK, GENERAL I
	01115

	Typical Education:

	High school/vocational school diploma or GED certificate.

	Typical Experience:

	Follows a few clearly detailed procedures in performing simple repetitive tasks in the same sequence, such as filing documents in a chronological file or operating office equipment, e.g. photocopy machine.


	Additional Guidelines:

	None

	Level
	eCraft Title
	eCraft Code

	II
	CLERK, GENERAL II
	01116

	Typical Education:

	High school/vocational school degree or GED certificate.  

	Typical Experience:

	1year experience. Follows a number of specific procedures in completing several repetitive clerical steps performed in a prescribed or slightly varied sequence, such as coding and filing documents in an extensive alphabetical file, simple posting to individual accounts, opening mail.  Some subject-matter knowledge is required.

	Additional Guidelines:

	None

	Level
	eCraft Title
	eCraft Code

	III
	CLERK, GENERAL III
	01117

	Typical Education:

	High school/vocational school degree or GED certificate.  

	Typical Experience:

	3 years experience.  Work requires thorough familiarity with the work unit.  Selects appropriate methods from a wide variety of procedures or makes adaptations or interpretations of a limited number of substantive guides.  May perform general clerical duties, bookkeeping, or other administrative tasks, including analysis of data.  These tasks may often vary in type or sequence.  Classifies and indexes file material such as correspondence, reports, technical documents, etc in an established filing system containing a number of varied subject matter files.  Significant problems are referred to others.

	Additional Guidelines:

	None

	Level
	eCraft Title
	eCraft Code

	IV
	CLERK, GENERAL IV
	01118

	Typical Education:

	High school/vocational school degree or GED certificate.  

	Typical Experience:

	5 years experience.  Uses some subject-matter knowledge and judgment to complete assignments consisting of numerous steps that vary in nature and sequence.  Selects from alternative methods and refers problems not solvable by adapting or interpreting substantive guides, manuals or procedures.  Typical duties include:  assisting in a variety of administrative matters, maintaining a wide variety of financial or other records, verifying statistical reports for accuracy and completeness, and handling and adjusting complaints.  May also direct lower level clerks.  

	Additional Guidelines:

	None


