
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
 

Records  b i r ths  and  dea ths ;  does  re la ted  work as  requi red .  Posi t ions  in  this  c lass  invo lve  the  

per formance  of  c le r ica l  work in  accordance  wi th  a  p rescr ibed  rout ine .  B i r ths  and  dea ths  a re  

regis te red  in  accordance  wi th  the  rules  and  regula t ions  o f  the  Sta te  Depar tment  o f  Heal th .  The  

work involves  f requent  publ ic  contac ts .  

 

 

TYPICAL WORK ACTIVITIES:  (Il lustrative only)  
 

F i les  b i r th  and  dea th records;  

I ssues  b i r th  and  marr iage  cer t i f ica tes  and  copie s  o f  dea th cer t i f ica tes ;  

I ssues  bur ia l  permi ts  to  under takers ;  

Assis t s  wi th  de layed  regis t ra t ions  o f  persons  whose  b i r ths  have  no t  been recorded ;  

Repor ts  b i r ths  and  dea ths  to  the  Sta te  Depar tment  o f  Heal th .  

 

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES,  & PERSONAL 

CHARACTERISTICS: 
 

Some knowledge  of  o ff ice  te rminology,  p rocedures ,  and  equipment ;  

Reasonable  knowledge  of  a r i thmet ic  and  Engl ish;  

Abi l i ty to  unders tand  and  fo l low s imple  o ra l  and  wr i t ten d i rec t ions;  

Abi l i ty to  ge t  a long wel l  wi th  o thers ;  

Abi l i ty to  wr i te  legib ly;  

Cler ica l  ap t i tude ;  

Neatness  o f  appearance ;  

Tac t  and  cour tesy;  

Good  physica l  condi t ion.  

 

 

MINIMUM QUALIFICATIONS:  
 

(A)  Graduat ion from a  s tandard  high school  o r  in  possess ion of  a  high school  equiva lency 

cer t i f ica te .  
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