
 

 

 
Examples of typing and clerical work experience include but are not limited to the 
following:   

 duplicating documents  

 sorting and distributing mail 

 keyboarding  

 cashiering  

 ordering and maintaining office equipment  

 filing and record management 

 document preparation and review  

 data entry 

 phone  

 correspondence 

 calendaring meetings (deadlines) 
 
 


