
 
Particulars for the post of Word Processing Operator/Receptionist 

 
 
Qualifications: A. (a) Cambridge School Certificate with credit in English  

Language and French obtained at not more than two 
sittings or 

 
(b) Passes not below Grade C in English Language and 

French obtained at not more than two sittings at the 
General Certificate of Education “Ordinary Level” 
provided that at one of the sittings, passes have been 
obtained either (i) in five subjects including English 
Language with at least Grade C in any two subjects or 
(ii) in six subjects including English Language with at 
least Grade C in any one subject. 

 
Note 
 
Candidates not possessing a credit in English 
Language at the Cambridge School Certificate will also 
be considered provided they posses passes in at least 
two subjects at “Principal Level” and one subject at 
“Subsidiary Level” as well as the General Paper 
obtained on one certificate at the Cambridge Higher 
School Certificate Examinations. 
 

B. A certificate in typewriting at a speed of at least 25 
words a minute from a recognized institution. 
 

C. A Certificate in Word Processing or Data Processing 
from a recognized institution. 

 
OR 

 
Equivalent qualifications to A, B and C above acceptable to 
the Council. 
 
D. Candidates should also possess –  

(i) a pleasant personality and a neat appearance; 
and 



(ii) good communication and interpersonal skills. 
 

NOTE 1 
Candidates not possessing qualification at B above will also be 
considered provided they can type efficiently at a speed of at 
least 25 words a minute. 
 
Note 2 
Candidates not possessing qualification at C above will also be 
considered provided they can show proof of being able to 
operate a computer and use word processing and data 
processing packages. 
 
Candidates should produce written evidence of knowledge 
claimed. 

 
 

Salary: Rs 9,400 x 200 – 10,200 x 250 – 11,700 x 300 – 13,800 x 400 – 
15,000 x 500 – 16,000  

 
 
Age Limit: Candidates unless already in the public service should not have reached 

their 35th birthday by the closing date for the submission of application. 
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