
   
 

O*Net Occupational Review 
 
Selected Criteria: 
Occupation:   Office Clerks, General  

For information about more occupations, go to http://online.onetcenter.org/ and click 
“Find Occupations” 

Occupation Description  

Perform duties too varied and diverse to be classified in any specific office clerical occupation, 
requiring limited knowledge of office management systems and procedures. Clerical duties may 
be assigned in accordance with the office procedures of individual establishments and may 
include a combination of answering telephones, bookkeeping, typing or word processing, 
stenography, office machine operation, and filing. 

Tasks and Activities  

Occupation specific tasks and the most important generalized work activities are listed for Office 
Clerks, General.  

Occupation Specific Tasks:  

• Answer telephones, direct calls and take messages.  
• Collect, count, and disburse money, do basic bookkeeping and complete banking 

transactions.  
• Communicate with customers, employees, and other individuals to answer questions, 

disseminate or explain information, take orders and address complaints.  
• Compile, copy, sort, and file records of office activities, business transactions, and other 

activities.  
• Complete and mail bills, contracts, policies, invoices, or checks.  
• Complete work schedules, manage calendars and arrange appointments.  
• Compute, record, and proofread data and other information, such as records or reports.  
• Count, weigh, measure, and/or organize materials.  
• Deliver messages and run errands.  
• Inventory and order materials, supplies, and services.  
• Maintain and update filing, inventory, mailing, and database systems, either manually or 

using a computer.  
• Make travel arrangements for office personnel.  
• Monitor and direct the work of lower-level clerks.  
• Open, sort and route incoming mail, answer correspondence, and prepare outgoing mail.  
• Operate office machines, such as photocopiers and scanners, facsimile machines, voice 

mail systems and personal computers.  
• Prepare meeting agendas, attend meetings, and record and transcribe minutes.  
• Process and prepare documents, such as business or government forms and expense 

reports.  
• Review files, records, and other documents to obtain information to respond to requests.  



• Train other staff members to perform work activities, such as using computer 
applications.  

• Troubleshoot problems involving office equipment, such as computer hardware and 
software.  

• Type, format, proofread and edit correspondence and other documents, from notes or 
dictating machines, using computers or typewriters.  

Detailed Work Activities:  

• answer calls using switchboard  
• answer customer or public inquiries  
• arrange teleconference calls  
• assist with business or managerial research  
• calculate monetary exchange  
• carry messages or packages  
• classify information according to content or purpose  
• collate printed materials  
• communicate with customers or employees to disseminate information  
• compile data for financial reports  
• compile itinerary of planned meetings or activities  
• complete patient insurance forms  
• compute financial data  
• date stamp messages, mail, or other information  
• develop travel itinerary  
• direct and coordinate activities of workers or staff  
• disburse checks to satisfy accounts payable  
• distribute correspondence or mail  
• ensure correct grammar, punctuation, or spelling  
• enter time sheet information  
• examine documents for completeness, accuracy, or conformance to standards  
• fill out business or government forms  
• fill out insurance forms  
• fill out purchase requisitions  
• greet customers, guests, visitors, or passengers  
• index information resources  
• maintain account records  
• maintain appointment calendar  
• maintain inventory of office equipment or furniture  
• maintain inventory of office forms  
• maintain job descriptions  
• maintain legal forms  
• maintain record of organization expenses  
• maintain records, reports, or files  
• maintain telephone logs  
• maintain travel expense accounts  
• manage inventories or supplies  
• measure, weigh, or count products or materials  
• obtain information from individuals  
• operate business machines  
• operate calculating devices  
• operate duplicating equipment  
• organize legal information or records  
• perform office equipment maintenance not requiring service call  
• prepare bank deposits  
• prepare meeting agenda  



• prepare or maintain employee records  
• prepare tax reports  
• prepare travel vouchers  
• process account invoices  
• process invoices  
• process medical records  
• process payroll documents, records, or checks  
• proofread printed or written material  
• provide customer service  
• receive or disburse cash related to payments received  
• resolve customer or public complaints  
• route multi-line telephone calls  
• schedule employee work hours  
• schedule meetings or appointments  
• select software for clerical activities  
• sell products or services  
• sort books, publications, or other items  
• sort mail letters or packages  
• take dictation  
• take messages  
• transcribe spoken or written information  
• type document from machine transcription  
• type letters or correspondence  
• understand technical operating, service or repair manuals  
• use accounting or bookkeeping software  
• use computers to enter, access or retrieve data  
• use library or online Internet research techniques  
• use oral or written communication techniques  
• use relational database software  
• use spreadsheet software  
• use telephone communication techniques  
• use word processing or desktop publishing software  
• write business correspondence  

 

I have read and discussed the above job duties as described above for an Office Clerk with my 
Case Manager. 

 

 

Participant Signature        Date 

 

Case Manager Signature      Date 

 

 


