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RECORDS SPECIALIST
Name:


Date:


Email address:



1.
Experience and Knowledge:  Describe your experience and knowledge in the following areas:
A. Filing systems and records management functions and processes
B. Imaging equipment and processes, including scanners and microfilm. 
C. Electronic Document Management software systems
D. Working with confidential information
E. Ability to perform in a shared work environment
F. Communication skills

G. Word processing, including software and features used
H. Experience taking inventories and maintaining related logs and records
I. General office equipment operated:

PC Workstation


____yes
___no
    ___wpm

Copy Machines


____yes
___no


Scanning Equipment

____yes
___no
J. What word processing programs have you used?  Would you consider your word processing skills as 
(  Basic
(  Intermediate   
(  Advanced
K. What spreadsheet programs have you used?  Would you consider your spreadsheet skills as 
(  Basic
(  Intermediate   
(  Advanced
L. What database programs have you used?  Would you consider your spreadsheet skills as 
(  Basic
(  Intermediate   
(  Advanced
M. Additional experience and knowledge related to this position

2.
Education, Training and Licenses:

A.
High school diploma or equivalent:


yes


no





Name of High School:

B.
College, University or Technical School attended: 


Years:


Degree, certificate, classes taken:

College level courses in composition, office practices, and communications:
C.
Additional education and training courses related to this position

3.   
Other:
Specify how you heard about this job opening:

· Ad:
Name of Newspaper

· Website:
URL

· Referred by:
Name



· Other:



Signature


Date
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