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TYPING SPEED REQUIREMENTS FOR ADMINISTRATIVE POSITIONS
An Action-Research Project

Scot Ober, July 2011
Method

Online ads for office/administrative/secretarial positions were scanned, using monster.com, Craigs List, and careerbuilder, searching for help-wanted ads that required minimum typing speeds. The search identified 30 such listings, shown in the appendix in the order identified. For the statistics, when an ad required a range of speeds, such as “50-60 wpm,” the average (55 wpm) speed was used. When the ad required, for example, “55+ wpm,” 55 wpm was used.
Results
1. Most ads do not require a predetermined typing speed, instead using such phrases as “competent typing skills” or “proficient in typing and Microsoft Office” (most often Word and Excel). 
2. Required minimum speeds ranged from 35 wpm to 85 wpm. The lower speeds were typically associated with entry-level positions or positions for which typing was not the major requirement (such as for receptionist) and typically did not require any college degree; the higher speeds (often for legal-secretary positions) typically required a minimum number of years of related work experience and typically did require some type of college degree.
3. The most common speed requirement (mode) was 60 wpm, accounting for 43 percent of the listings.

4. The average speed requirement (mean) was 58 wpm.

5. The middle speed requirement (median) was 60 wpm.

6. Job applicants who type at least 40 wpm would qualify for 10 percent of the positions that listed minimum typing speeds, those typing 50 wpm would qualify for 18 percent of the positions, and those typing 60 wpm would qualify for 80 percent of the positions. 
7. Only a few of the listed jobs stated an accuracy requirement; a few listed such phrases as “with accuracy”; one required “with 94% accuracy.”

Note: The goal speed requirement for a grade of C at the end of the McGraw-Hill Gregg College Keyboarding & Document Processing Book 1 (Lessons 1-60) is 40 wpm; for Book 2 (Lessons 61-120), a grade of C requires 50 wpm. The Cengage Keyboarding & Word Processing keyboarding text does not provide speed goals at any point.

Conclusion
Regardless of their competence in word processing, students need high-level typing speeds (typically, at least 60 wpm) in order to even be hired for office positions. Achieving this level of speed requires extensive and systematic skillbuilding practice at every level of keyboarding instruction.
APPENDIX
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Job Snapshot
Location Miami, FL 33101 (8 uap )
Employee Type:
Industry:
Manages Otners: Not Specified
Jon Type: ‘Admin - Clerical
Other
Experience: Not Specified
Travel None
PostDate: 672011
Contact Information
RefiD: 517959

Description
‘Great Vacations Begin with Great Employees!

Royal Caribbean Cruises Ltd. s the second largest leading and revolutionary cruise line. The company operates under the Royal Caribbean Intemational,
Celebrty Cruises and Azamara Club Cruises brands. Currently the fleet has 34 ships in service visiting over 180 atiractive destinations.

‘Combine your experience and sense of adventure by joining our exciting land-based team of employees. Royal Caribbean Crises Ltd.is pleased o offer a
‘competitive compensation and benefits package, excellent career development opportunities, each offering unique ways to explore the world.

Join our team as a Sr. Secretary!

Wil provide administrative support including: creating reports, correspondence, spreadsheets & presentations; compiling and typing statistical reports;
‘coordinating special projects; answering phones; distributing mail filing; processing invoices; scheduling appointments; greeting visitors; making travel
‘armangements and recording meeting minutes. Other duties as assigned.

Requirements

High school graduate required. 2-5 years secretarial experience required. ERESUNTAIIT Musthave excellent grammar, organizational and
rommnnication skils —






	[image: image2.png]Description
Classification: Secretary/Admin Asst

‘Compensation: $12.50 to $14.00 per hour
Avery stable North Palm Beach Company is looking for a temporary to full time Adminisirative Assistant Job responsibiltes for the Administrative Assistant
include: coordinating schedules, typing letters and memos, data enty, perform typical administrative functions: incoming and outgoing mail, scanning, copying,
and dutes like faxing.

Applicants should possess the following: Outstanding communication, verbal and listening skills; Excellent customer senice; Must be exremely
dependablelreliable; Hust be detail riented; Must be able to inferact with al staff, Hust be fast, accurate and type a minimunm of callus
today at 561-366-8041 or fax your resume to us at 561-366-8172 or email [Click Here o Email Your Resumé] 6]

Requirements
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RefID: STRADA

Description
Strada, Incis a professional Disability Resource Center that coordinates senvices for disabilty counselors and coordinators in education, business and social
senices nationwide.

‘Academic Transcriptionists provide real-time communication access to Deaf or hard of hearing students in K-12, college and graduate level classes
Transcribers attend class with the student, transcribe the class as it happens, and provide a ranscriptfor after class use by the student This is a rewarding and
stimulating field. If you love education, and contributing to the welfare of others, this position may be for you!

We currently have room to add more academic ranscriptionists to our team. Recruiting now for the 201112012 school year for Purdue University.

Ityou are qualified and interested:

1. G010 hitp:iypewell com/appling htrl and startyour free application to take the course. You will be screened for three skills: yping speed, grammar accuracy,
‘and listening. When asked for your sponsor, put Strada, Inc. and resume at stradaaize. com for the email address.

2. Forward your resume to: (Ciick Here to Email Your Resumé] Please include "Purdue University TypeWelr"in the subjectline.

‘Applicants who o not turn in both Type\Well documented screening scores and a resume will not be considered for an interview.

Requirements
* 0w a laptop (Windows capable)

* Professional personal appearance, business casual atire and good personal hygiene.
* Excellentinterpersonal skills and communication habits

* Wel developed problem sohing ability

* Can work independently or on ateam

* Excellent spelling and grammar

Relabl ransporaton
“[ilingio e o munsts st 2 dece ares

*Flexible and easy to work with
* Education- Prefer BA- AA mav be accentable
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EDUCATION: High School Degree

'EXPERIENCE: 1.2 years Clrical

SPECIALIZED KNOWLEDGE: excelnt tlephone and good communication sk abiy fo

set proies; competentin computer ki, ESTRTENVRERERUTRS atenion o et and
i’ =

ply oniine at wvrwirhealth.com to ob #16465.





	[image: image5.png]Requirements

Administrative Assistant

Requirements for Administrative Assistant:

Minimurm of one year of experience in typing and data entry preferably in hospice or health care.
Minimurm of one year experience with mult-line phone systems

Able to use IBH-compatible systems and equipment

Is 3 high school graduate or equivalent, two years college preferred.

Word processing skills =
Personal computer skills
Business machine knowledge.

Medical terminology

Telephone answering and routing skills

‘Organizational skills and attention to details

Status of Employment: Hourly Position 3
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Experience: 5to7years
Travel None
Relocation Covered: No
PostDate: 61152011

Contact Information
RefID: DELS.

Description

'RAWLE & HENDERSON, the nation's oldest law firm, Seeks a Legal Secretary With ive to seven years experience in Delaware defense litigation for
our Wilmington offce.

Candidate must have experience in IS office applications (Word and Excel) [FFYEEMMAMYand ECF experience. Excellent verbal, written and organizational skills
st Candidle must b able o Work wih minmal uidanc o priorize and ancle mUREconcuentasks

'RAWLE & HENDERSON offers competitive salary and benefits which include matching 401K after one month of employment, profit sharing, medical and
dental insurance, disability benefits, life insurance, transitcheck, medical and dependent care spending accounts, sick time and three weeks vacation. EOE.
DV
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Classification: Legal Secretary

‘Compensation: $12.66 to $14 50 per hour

Requirements
Large law irm seeks experienced legal secretary for their Boston office. Candidate must have a minimurm of 3 years of recent experience Supporting a igation
praciice group, FEEXSIRRIARJano excellent communication skils. Positon requires woring knowiedge of HS Word, Carpe Diem and Document anagement

Located in major markets thr it North America, Robert Half Legal is the premier provider of legal professionals on a fullime, project and temporary basis to
law firms and corporate legal departments. We offer our candidates challenging assignments, competiive compensation and benefits, and skills-enhancement
training Robert Half Legal is better atfinding you challenging new career opportunities because we come from the legal indusry ourselves, with a majority of our
staffing executives holding JDS or ofher legal credentials. Additionally, we were just ranked number one in our industry on Fortune8apos's list of America&apos:s
Most Admired Companies. Call your local Robert Half Legal offic at 1.800.870 8367 to discover more about this position. Robert Half Legal is an Equal
‘Opportunity Employer. Apply for this job now or contact our branch office for additional information
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Transcribe surgical pathology and cytology reports; type correspondence for pathologists. Assist with data entry of patient demographics and processing of
reports.

JOB RESPONSIBILITIES/ ESSENTIAL FUNCTIONS:
Transcribe gross, microscopic, diagnostic, surgical pathology, autopsy, and cytology reports; ype general correspondence for Pathologists.
Receive and route inter-epartmental telephone calls
Data entry of patient demographics.
Print and process pathology reports.
Assist admin assistant, dept secretary and reporting positions.
Cross-trained to assistvarious depariments when needed.
Hust be familiar with Corporate Compliance Program and Corporate Policies.
Al other assigned duties.

Requirements
High School Diploma or GED required

Medical terminology, accurate typing skils M) and professional phone skills required.
Sixmonthsto one year ofpriorob-elated expeience i reqired OR [ocrpionceted






	[image: image9.png]Ifyou possess the following, please apply:
High school diploma required.

Bachelor's degree preferred.
Aminimum of 3 years as an Administrative
Assistant or equivalent

Experience in ateaching or academic health system or a large physician group praclice a plus.

Potiency i P ana Widons andtirosoOffcesomar eurea

Familiarity with email and automated scheduling systems also required.
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Bilingual: English/Portuguese (including readinghwiting), additional fluency in Spanish is a plus
Minimum 5 years experience
Proficient n IS Offce and internet savvy
Hust type a IR or take shorthandispeed writing
Heavy dictation. O DICTA
Sopehotwrton and ot e LY
‘Confidentiality required
Hust be capable of operating in an evoling and often unstructured environment
Apoised and polished, professional mindset is desired
excellent atention o cetail, while muli-4asking and swiching gears quickly
‘Superior judgment with confidenial materials is a must
Clear criminal background required
The hours for this position are 9:30am - 6:30pm, Monday through Friday, with an hour lunch. We are proud to offer excellent benefits, including medical, dental,
401K (with a company match), two company paid life insurance policies, 9 paid holidays, tiered PTO.
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Valley Hope is an association of healthcare facilities for the treatment of alcoholism and other druq addictions. We operate 17 residential and outpatient treatment
centers in seven states including Colorado. Kansas, Texas, Missour, Okiahoma, Nebraska and Arizona. We have been helping alcoholics, druq addicts and their
families for more than 43 years You can visit our Association web site at www valleyhope org

Valley Hope is a treatment program based on the disease concept of the 12 Steps & 12 Traditions of Alcoholics Anonymous. We are the nation's leader in
residential chemical dependency reatment and we have an opening or a Full Time Secretary 3t our Chandler Valley Hope resigentialfacily

Since opening ts doors in 1988, Chandler Valley Hope has helped thousands of indiiduals find new lives free from alcohol & drugs. Chandier Valley Hope is 2
56-bed treatment center located in the Phoenix suburb of Chandier. It provides residential, day or partial care, sub acute detox, family and continuing care
senices. Chandier also offers outpatient treatment senvices attheir two outpatient offices in N. Phoenix and Tempe.

Desired:

* Individual with Associates Degree in business administration or the Social sciences

Required:

* High school diploma or GED.

* Motivated individual must possess good nterpersonal skils, excellent telephone sils, and have the ability to work wellin an office environment

* Minimum required.

* Good understanding of basic gramT) and wriing mechanic skills is also expected.

* Experience with computer word pracassing Software and spreadsheet software is helpful.

We also encourage applicants in recovery to apply for this position. Ifyou are in recovery you need a minimum of one year continuous documented sobriety to
qualif for the position. Valley Hope is an equal opportunity employer

‘Starting salary between $9.53 and $10.00 an hour. In addition to the salary package, there s also an outstanding and highly competiive benefits package. The
benefts package includes health insurance, It insurance, excellent retirement, generous personal time off, and much more.

fyou do wish to respondto this job posting you need to complete the oniine questionnaire. Please submityour resume and any cover materials through
‘Careerbuilder with the "APPLY NOW" button located on this posting. You MUST respond this way 0 you have the opportunity to complete the brief online.
questionnaire. This questionnaire wil further clarfy expectations and wil also give you  chance to provide us with Some information about you.
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* Must demonstrate excellent written and verbal communications as well as exhibit a high level of
integrity and professionalism.

* Excellentinterpersonal and communication skill
composed.

* Experience in customer service; demonstrated ability to diffuse escalated patient & patientissues.
* The ability to work in a fast paced, high production environment performing multi-tasks.

* Self-motivated individual

* Strong analytical and time management skills, as well as an ability to make swift, sound judgments.
* Adaptable to change

* Must work well in call center team environment.

* Exceptional Customer Service Skills.

* Strong Attention to detail.

 Effective time management skills.

« Position requires an excellent working knowledge of Microsoft applications.

* Proficiency in typing 60+ words/min computer and database work.

: professional, courteous, assertive, levelheaded and
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Looking to hire immediately a candidate who has the desire to build a career as Administrative Assistant.
This candidate will need strong Eyping (55:65 Wpm) 'and MsWord, Excel skills to manage projects from
the Executive staff. This person will be producingreports, typing, editing, proof reading. Would like to
see administrative courses from a school setting, higher education from a technical school or college.
Please forward your resume for immediate interview. Excellent benefits and opportunity for growth






	[image: image14.png]Secking seasoned word processors for Midtown Law Firm. Candidates mst have a minimum of 3 years word processing experience with advance proficiency in
MS Word, Excel, & PowerPoint. A bachelor in Degree is preferred. Candidates with a strong Legal background that also have advanced skill in Tables TOA,
BJere strongly urged to send their resumes. Candidates must pass 20 test and be willng to work 3 12br shifis. If you tested at DP please do not

send resume please fof57d resumes to ddeevey@aldaniroyeroup.com
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Purposs of Position:  Primary function of this part-time position is to ovarse al
activities of the main church office.

Hours:  Monday-Friday (hourly - not to excesd 30 hours per week)

Qualifcations:
Claar criminal background chacks conducted by CEC a5 raqussted.

College graduate or equivalent work-related exparience
Minimum of five years experience as an administrative assistant

PSP RERUET vith accuracy and transcribing exparience
Proficiency in the use of o office tools: printer, copy machine, etc.
Strong communication skils Aduding an excallent command of English composition
and punctuation

7. Strong computer skils are imparative (MS Windovs, Word, Excel, Publisher,
Powerpoint, Outiook)
8. Strang organizational skills

LERTIS
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« High School Diploma or equivalent
« Minimum two-years clerical, secretarial, or administrative assistant
experience

Excellent interpersonal skills. =
Ability to prioritize and organize multiple tasks.

« Ability to remain organized with multiple interruptions.
« Advanced PC skills.
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Administrative Assistant

Every day, Randstad helps over 150,000 people throughoutthe world find the job.
thats rightfor them - and we can do the same for you

‘The ideal candidate will be highly organized, be pro-acive in addressing their
tasks and be able to work n a team. The Administrative Assistant will include
various office Support duties such as assisting in the development of programs,
directing clients to the proper department, calendar management, and organizing
the office to ensure it always presentable.

Working hours: Monday- Friday
8am-5pm

el sl qualfcatonsar e o consdere for e
Spennge
~2to 4 years RECENT experience in an administrative support role. Candidates
st proe ventane professionl eerence
[Flimecise o Advaeed ol mWord. B, and PowerPant

~ A professional demeanor and strong communication skills.

[





	[image: image18.png]Proficient with Hicrosoft Offce products — Word, Excel
Organization, attenton o detal, lexbity and strong abity o muti-task

Abilty to work i a fast paced environment without diect supervision and able to
demonsirate considerabe infiative

Effecively work wih others to buld consensus and rapport

Abilty o ift fie, reach and carry up to 25 pounds





	[image: image19.png]'SUMMARY OF MINIMUM QUALIFICATIONS

« Educational experience equivalent to a High School Diploma with one
year previous administrative experience.

« Demonstrated computer skills preferably spreadsheets, word
processing, database and other applicable software programs.

« Excellent organizational skills and the ability to coordinate and
maintain filng and office systems.

« Strong interpersonal skills and the ability to communicate well with
others.

« Ability to type a with little or no errors.

P =]





	[image: image20.png]ADMINISTRATIVE ASSISTANT/WORD PROCESSOR
Large Financial Services firm in Somerville, NJ
Excellent Medical Benefits and 401K with Matching
8:30 - 5 Hours

Salary $36,000 - $40,000/year

Assist several Executives with heavy Word Processing and formatting of
Financial Reports, letters and memos

Administrative responsibilities to include booking travel and calendars in
Outlook, answering phones, preparing expense reports, front desk relief
Utiize MS Word and Outlook

Requires 2+ years similar Word Processing & Administrative experience for a
financial services or legal firm

Strong MS Word and Outlook
Excellent proofreading skills,

Email Resuma == Word Document
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ADMINISTRATIVE ASSISTANT/ OFFICE MANAGER

Qualified candidates must STXERRII, have areat software skills specifically in PowerPoint and Outlook, but also Excel and
Word. You must also be able to work. wllrmﬁdeﬂnal information.
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Requirements

ninimum
Internet sawy
Computer sawy
Excellent customer senice skills

Able to workin a fun, but sometimes noisy environment

‘Ateam player who enjoys working closely with other office personnel
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to interface with personnel at all levels, both verbally and in

wiing

‘The abilty to improve standardized best practices to

accomplish company’s goals

‘The abilty to meet new challenges with an open mind and an

optimistic response; abilty to adapt to changing prioriies

‘The abilty to effectively manage/coordinate concurrent projects,

and successfully prioritize multple tasks with good judgment

Unwavering attention and adherence to Company values and

principles

Mature, professional work habits; cordial presence, excellent

attendance and punctuaity record

Exceptional witten and verbal communication skills,

exceptional proofing skills

Public relations personality: abilty to work with top-evel

executives and ability to establish strong rapport with clients

and members of the executive team

Ability to maintain the image of our company in the community

Aggressive self starter

Professional phone and communications skills

Strong time and project management skills

Excellent teamwork skills and demonstrated ability to cooperate

productively with a management team

‘Sold judgment and ability to act independently with minimal

‘supenision; initiative and proactive thinking

Excellent abity to deal with high level extemal sources, senior

management, owners, co-workers and confidential information

are a must

Must be able to think independently while working in a team-

oriented environment

‘Strong computer and word processing skills, ability to type
‘Strong competency in Microsoft Ofice (word.

excel poueog) aplcations





	[image: image24.png]salifications
Outgoing and upbetprofessional

Proficient typing skills, EFERTAT)

Excellent ime/project management skills

Strong attention to detail

Apilty to be work independently and as team member
Microsoft Word, Excel and Outiook experience is helpful
Entry-level accounting and QuickBooks knowledge is a plus
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Requirements:

High School Diploma or equivalent

Minimum 5+ years of executive receptionist
(2) years of PC experience.
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S@(}omneleﬂoes

'Demonsirated knowledge of business application software including Spreadsheets, databases and word processing.
Must be able to operate a computer and peripheral equipment for word processing.

Excellentverbal and good witten communications skills required.

Excellent organization skills and ability to work independently.
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ADMINISTRATIVE ASSISTANT/ OFFICE MANAGER

Qualified candidates [TTSETTY ave great software sills specifically in PowerPoint and Outiook but also Excel and
Word. You must also be able to wark with dermal information.
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QUALIFICATIONS.
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Requirements:
Microsoft Word, and Excel skils
‘Accurate typing skis of YNy T
Highiy organized, efficient and accurate
Abilty to mufiask and meet priorfy deadines.

Abilty o ift 100 20 pounds, i needed

“Please attach your resume in Word format for immediate consideration.
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EDUCATION: High School Degree

'EXPERIENCE: 1.2 years Clrical

SPECIALIZED KNOWLEDGE: excelnt tlephone and good communication sk abiy fo

set proies; competentin computer i, ESTRTENVRERERUTES atenion o et and
=

ply oniine at wvrwirhealth.com to ob #16465.






Scot Ober is the senior author of 

Gregg College Keyboarding & Document Processing, 11e, 

published by McGraw-Hill, 2011.
