Application Screening Instrument (SAMPLE)    Clerk Typist 2 (Anthropology & Sociology)    
Applicant’s Name:  _________________________

Screeners Name:  ___________________________

Minimal Qualifications:

1.  High School Graduate




Yes ___
No ___

2.  Completion of a high school business curriculum, or six months as a Clerk Typist 1, or equivalent experience or training.


Yes ___
No ___

Additional Qualifications:

Rating Scale:  1—lowest quality or level     5—highest quality or level   ?—can’t assess

	1.  Secretarial/Office Experience (e.g. typing, filing, organizing documents, ordering/inventory, mailings)

     Knowledge and Service 
	1              2              3              4              5              ?

	2.  Receptionist/Customer Service Skills (e.g. answering phones and visitor questions)

     Knowledge and Service
	1              2              3              4              5              ?

	3.  Written Communication 
     (e.g. resume/cover) 

      Interpersonal Skills
	1              2              3              4              5              ?

	4.  Experience Interacting with All Generations (Millenials-Traditionalists) and/or Faculty & Students.

      Interpersonal Skills
	1              2              3              4              5              ?


