Name____________________________


APPLICATION MATRIX – Administrative Secretary – Administration  April 2003
This matrix must accompany your application and resume to be considered for this position.

Instructions:  please identify your experience in the matrix below as it corresponds to the Minimum Qualifications of the Administrative Secretary position.  If needed, please submit additional pages organized in the same format.

	Word Processing documents
	Employer – Dates
	End Product(s) – Results

	(Using office software)


	
	

	

	Demonstration of excellent written and/or communication skills


	Employer – Dates
	Program/ Organization/ or Organizational sub-section
	End Product(s) – Results

	
	
	
	

	Demonstration of dependability, flexibility and accuracy


	Employer – Dates
	Program/ Organization/ or Organizational sub-section
	End Product(s) – Results

	
	
	
	


DESIRABLE QUALIFICATIONS
	Demonstration of knowledge of court system and legal terminology
	Employer – Dates
	End Product(s) – Results

	
	
	

	Demonstration of experience in a customer focused environment
	Employer – Dates
	End Product(s) – Results

	
	
	



