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1.  To perform duties of clerical nature such as-

(a) The preparation, scrutiny and processing of straight forward documents and records:
(b) Registry work;
(c) Establishment and stores work under supervision;
(d) Drafting replies to simple correspondence; and
(e) Carry out simple research work in connection with official documents


2.  To perform word processing and simple computer/data processing.
3. To operate telefax, Email services, photocopying machines and other electronic communication equipment.
4. To attend to telephone calls.
5. To welcome visitors and attend to queries
6. To perform such other duties directly related to the main duties listed above or related to the delivery of the output and results expected from the Clerk/Word Processing Operator in the roles ascribed to him.

