
SUPPLEMENTAL APPLICATION 
OFFICE ASSISTANT 3 

 
 
Name: ____________________________________  DATE DUE: open until filled 
 
This Supplemental Application is your CIVIL SERVICE EXAMINATION and must be submitted with a 
general application for you to be considered for this position. 
 

IT IS IMPORTANT THAT YOU ANSWER EVERY QUESTION. 
Each answer is evaluated in order to identify those applicants with the strongest combination of job-related 
experience and training.  Statements such as “see attached resume” or “same as above” are not acceptable for 
completing the application.  You may attach a resume; however, this does not substitute for answering these 
questions.  REMEMBER:  You cannot be credited for experience or training that you do not include. 
 
PLEASE NOTE: To comply with federal law, applicants who become employed with Wenatchee Valley 

College must have documentation of proof of identity and employability on or before date of 
hire. 

 
 
I CERTIFY that the information on this Supplemental Application is true and complete to the best of my 
knowledge.  I understand that I must PASS this examination to be considered further and that the information 
may be verified and misleading answers may cause disqualification of my application or dismissal if I become 
employed. 

 
 
 
 
 
 
 
 

________________________________________________________ 
 Signature 

 
 

__________________________________________ 
 Address 

 
 

__________________________________________ 
 City State Zip 

 
 

__________________________________________ 
 Telephone Message Telephone 
 (8 A.M. - 5 P.M.) 

 
__________________________________________ 

 Date 
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EDUCATION, EXPERIENCE, SKILLS & ABILITIES/COMPETENCIES SHEET 
OFFICE ASSISTANT 3 

 
MINIMUM EDUCATION, EXPERIENCE, SKILLS & ABILITIES/COMPETENCIES: 
• Associates degree AND two years of increasingly responsible clerical and/or testing experience OR equivalent 

education/experience. 
• Bilingual (English/Spanish: reading, writing, speaking and understanding). 
 
PREFERRED/DESIRED EDUCATION, TRAINING, SKILLS & ABILITIES/COMPETENCIES: 
• Bachelor’s degree. 
• Experience in teaching, training, counseling or testing. 
 
Please complete this form, indicating in the spaces provided below the experience and training you have which 
applies to the minimum and preferred education, experience, skills & abilities/competencies.  Name your 
employers and describe relevant jobs.  Show hours worked per week and total months in relevant employment.  
Part-time employment and volunteer work will be converted to full-time equivalent.  Attach additional sheets if 
needed. 
 
EXPERIENCE AND TRAINING AS IT APPLIES TO THE MINIMUM AND PREFERRED/DESIRED SKILLS & 
ABILITIES/COMPETENCIES: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
EDUCATION: 
 
 
 
 
 
Name: ____________________________________ 
 

(If you need additional space either use the back of this sheet or attach a separate sheet) 



SUPPLEMENTAL APPLICATION 
CIVIL SERVICE EXAMINATION 

OFFICE ASSISTANT 3 
 
Name: ____________________________________  
 

The Supplemental Application is your CIVIL SERVICE EXAMINATION. 
It is important that you answer every question 

You cannot be given credit for experience or training you do not state on your answer sheets. 
1. Where appropriate, answer questions on a separate paper. 
2. Type or write your answers, but they must be clear and legible. 
3. Describe your most relevant experience and training for each question--it may be paid or unpaid, part-time or full-time. 
4. Put your name, the name of the job for which you are applying and the date on each sheet. 
5. For each question, include when and where your experience and/or training occurred. 
 
RETURN APPLICATION MATERIALS TO: Wenatchee Valley College 
 Human Resources 
 1300 Fifth Street 
 Wenatchee WA 98801 
 

PLEASE NOTE: Use only 8 1/2" by 11" paper 
 

 
 
Please answer the following questions on separate paper.  Type or hand write your answers, but they must be 
clear and legible.  Put your name, the name of the job for which you are applying and the date on each answer 
sheet. 

 
1. WORKING INDEPENDENTLY 

Give two examples of job responsibilities or assignments that best demonstrate your ability to work 
independently.  For each example, include your position, specific duties and the extent of your responsibility 
for the final product or resolution. 
 

2. WORKING WITH THE PUBLIC/SPECIAL GROUPS/CLIENTS 
Give two examples of your experience dealing tactfully and effectively with various individuals and groups in 
the workplace.  Also include any experience you have had that required you to communicate with individuals 
who did not speak English.  For each example include: 
 
1. What you did, i.e., gave information, explained office procedures or policies, resolved conflicts or solved 

problems. 
2. The types of individuals or groups, i.e., clients, people with diverse backgrounds, students, faculty or 

staff. 
3. Your position, length of experience and the extent of your responsibility for the final outcome. 

 
3. ORGANIZING/PLANNING/PRIORITIZING WORK 

Secretarial work involves the daily organizing, planning and prioritizing of numerous assignments ranging 
from routine to complex.  Give two examples that best demonstrate your ability to carry out these functions 
successfully. 
 

4. WRITTEN COMMUNICATION 
Describe your experience composing, editing and proofreading memos, correspondence, policies, procedures, 
reports and other documents.  NOTE:  For evaluation purposes, your responses to all of the elements will be 
used in assessing your written communication skills. 
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5. FILE AND RECORD MAINTENANCE 

Describe your experience maintaining files and records.  Include in your answer:   
 
1. A list of the types of files and records worked with (i.e., fiscal, personnel, customer, etc.); 
2. Whether the files and records were manual or electronic (identify spreadsheet or database used); 
3. The number of files and records; and, 
4. The specific duties you performed in maintaining, revising, and/or establishing the system.   

 
CLERICAL SKILLS 
This examination covers a wide range of office support and secretarial skills and abilities.  Read each section 
carefully.  Check the box for each task for which you have experience and/or training. 
 
6. WORD PROCESSING/TYPING 
Check the appropriate box(es) for: (W) Word Processing (T) Typing 
 
W T  W T  W T  W T 

   Labels    Forms    Envelopes    Financial Statements 
   Correspondence    Memos    Reports    Tables/Charts/Graphs 
   Examinations    Grant Applications    Manuscripts    Other ____________ 

 
Typing Speed ______ Words Per Minute Months experience word processing: ______ typing: ______ 

 Estimated  Recently Tested 
 
7. COMPUTER SKILLS 
 Check the appropriate response:  (E) Experience (T) Training.  Indicate the number of month’s experience 

and/or training.  If the experience and/or training has been more than 36 months, indicate your experience in 
years (just cross out “mos” and write in “years.”). 

 
COMPUTERS 
 E T 
PC/Macintosh  ____ mos.  ____ mos. 
Terminal Only  ____ mos.  ____ mos. 
 
WORD PROCESSING SOFTWARE  WORD PROCESSING FUNCTIONS  
 
 E T    
Microsoft Word-PC  ____ mos.  ____ mos.  Aligning Text  Merging/Sorting 
Microsoft Word-MAC  ____ mos.  ____ mos.  Setting Margins  Creating Columns 
WordPerfect  ____ mos.  ____ mos.  Setting Tabs  Uploading/Downloading 
WordPerfect (Windows)  ____ mos.  ____ mos.  Headers/Footers  Footnotes/Outlines 
Other ___________  ____ mos.  ____ mos.  Search/Replace  Integrating text & graphics 
  
 

SPREADSHEET & DATABASE SOFTWARE GRAPHICS/PUBLISHING SOFTWARE 
    

 Updated/Maintained  Developed   E T  
   PageMaker  ____ mos.  ____ mos. 
   PowerPoint  ____ mos.  ____ mos. 
 E T InDesign  ____ mos.  ____ mos. 
Excel  ____ mos.  ____ mos. Publisher  ____ mos.  ____ mos. 
Access  ____ mos.  ____ mos. MacPaint  ____ mos.  ____ mos. 
Other ___________  ____ mos.  ____ mos. MacDraw  ____ mos.  ____ mos. 
   Other ___________  ____ mos.  ____ mos. 


