Secretary (Office Automation) CT-0318-06
Job Announcement Number: 037-17
Occupational/Assessment Questionnaire
IMPORTANT NOTE: FAILURE TO RESPOND TO AT LEAST ONE OF THESE QUESTIONS
WILL RESULT IN AN INELIGIBLE RATING.
1. Read the following statements and select the one that best describes your ability to perform the duties of
a Secretary.
A. I have successfully completed high school graduation or equivalent AND have 6 months of general
(clerical and/or office) AND 6 months of specialized experience in clerical and/or secretarial duties
that demonstrates my ability to perform the duties of a Secretary which is directly related to the work as
described in the vacancy announcement, OR
B. I have successful completion of education ABOVE High School level (2-year College or 4-year
University graduates) in the field of English Language Teaching, Economics, and Business
Administration, Public Relations that may be substituted for experience directly related to the work of the
position being filled OR
C. I have a combination of education and experience described above, OR
D. I do not have the education or experience described above.
Answer Questions 2 to 6 per below directions.
Below are common tasks expected to be performed under a developmental grade for a Secretary position. Choose a
statement from the list below (A-E) that best describes your ability to perform each task. NOTE: Please be sure
that responses are supported by the work experience included in your application/resume.
A- I have not had education, training or experience in performing this task.
B- I have had education or training in performing the task, but have not yet performed it on the job.
C- I have performed this task on the job. My work on this task was monitored closely by a supervisor or
senior employee to ensure compliance with proper procedures.
D- I have performed this task as a regular part of a job. I have performed it independently and normally
without review by a supervisor or senior employee.
E- I am considered an expert in performing this task. I have supervised performance of this task or I am
normally the person who is consulted by other workers to assist them in doing this task because of my
expertise.
2. Prepares and reviews a wide variety of correspondence, reports, and other documents and reviews and
finalizes correspondence/documents prepared by others in handwritten or electronic drafts
A
B
C
D
E
3. Receives telephone calls, greets visitors, and ascertains the nature of the calls or visits.
A
B
C
D

E

4. Maintains supervisor's calendar, coordinates meeting arrangements, and schedules meetings
and/or conferences.
A
B
C
D
E
5. Establishes, updates, and maintains office records of various clerical and administrative types.
A
B
C
D
E
6. Uses computers and computer applications to create, format, modify, edit, and print a variety of letters,
reports, memos, and other textual documents.

A

B

C

D

E

I have read the "How to Apply" & "Required Documents" sections and understand that failure to submit
the Incirlik Civilian Personnel Section any required documents by the closing date of the announcement
may result in my being found not qualified.
A. Yes
B. No

Applicant Name:
Signature:

