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FINAL KSA LISTING

                                                    CLASS:  PROOFREADER


       NOTE:  Each position within this classification may be required to possess all or some of these knowledge, skills or abilities.

	#
	Knowledge, Skill, Ability



	
	Knowledge of:

	K1. 
	Advanced knowledge of English, word usage, word division, syntax, spelling, pronunciation, and punctuation to proof and verify jobs for Office of State Publishing (OSP).

	K2. 
	Advanced knowledge of proofreading procedures, symbols, and terminology, type families, printers’ point sizes and spacing to complete proofing of jobs for OSP.


	
	Ability to:

	A1. 
	Advanced ability to detect, improper word divisions, proof read, detect wrong fonts, broken or defective type, bad spacing, improper display to complete proofing of jobs for OSP.

	A2. 
	Independent ability to organize, set priorities and work with a minimum of supervision to complete proofing of jobs for OSP. 

	A3. 
	Ability to demonstrate analytical skills efficiently to complete proofing of jobs for OSP.

	A4. 
	Ability to work efficiently as a team member with co-workers and management to complete proofing of jobs for OSP.

	A5. 
	Ability to communicate orally and in writing at a professional level in order to complete proofing of jobs for OSP.

	A6. 
	Ability to follow written and oral directions at a level required to complete proofing of jobs for OSP.

	A7. 
	Ability to work cooperatively and interact courteously with all levels of staff, customers, and managers in order to complete proofing of jobs for OSP.
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