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MEMORANDUM FOR: Chief, Clerical Staffing Branch, pS,Office of Personnel
Frou : STATINTL

‘rocessing, ODP

SUBJECT : Modified Typing Test for Data Transcription

1. At the prosent time, there is no aptitude test beingemployed for data transcription. I also understand thas: thuse of the Agency typing test as a test instrament hep heendiscussed in the past, but we have never Dursued the sateenin ODB:
2. It is quite clear that the keyboard skills requiredof a typist and a data transcriber are very similar hanever, the work environment of a data transcriber is morestressful and demanding, because of the heavy enphasie placedon production and accutacy.
3. Since strict enforcement of a passing score on theAgency typing test might well preclude the employment of anindividual who has an aptitude for data transcription, Iwould ask that you alter the method of scoring the typingtest. “The typing test with modified scoring sould thon serveas the means of assessing aptitude for data transcription.

4. The basic skill we are seeking is keyboard speed.Our experience has shown that daca transcribers who bre Fastcan be expected to improve their accuracy with practice. itis more difficult to train a daca transcriber who Gog notPossess the speed initially.
5. The typing test should be scored as follows:

Score = (speed = errors), where
© Score must be at least 38
© Speed is the speed as calculated on the+ ° Lining test
© Errors is the absolute mumber of errorsmade uring the test, but not to exceed 25
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6. When a vacancy exists, we will consider as candi-
dates for employment in data transcription those individuals
Whose score is 38 or higher. STATINTL

Diessibycions IOrig & 1 - adse
1 - p/obe
1 - Eo/one
1 - c/as/obe
1- ce
1 - ¢/nca/en
1- ode
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