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HANFORD ELEMENTARY SCHOOL DISTRICT 
 

BILINGUAL CLERK TYPIST I/II 
 

Supplemental Application Questions 
 
INSTRUCTIONS: As part of the selection procedure, the following questions measure 
necessary employment standards for the position and must be complete in order to 
qualify for the position.  Please attach your responses to the application. 
NOTE: An application will be considered incomplete without the responses to these 
questions. PLEASE COMPLETE ON A SEPARATE SHEET OF PAPER. 
 

DO NOT LIST EMPLOYERS OR JOBS; LIST/DESCRIBE DUTIES: 
 
1. Describe your previous experience in clerical work, specifically typing, scanning, 

organizing, processing paperwork and setting up appointments and meetings. 
 

 
 
 
2. What office software programs are you familiar with?  Include in your response 

level of skill (beginner, intermediate, expert) and any tasks you regularly 
performed. 

 
 
 
 
3. Please share any experience you have working with students, families, or the 

public. 
 
 

 
 

     4. Describe your experience in written and verbal communications using both 
English and Spanish in a professional setting. 

 
 
 
 
5. This position involves frequent interruptions.  How would you stay organized and 

productive in this type of environment? 
 
 

 
 
6. A parent comes into the office upset.  What steps would you take to assist them? 
 
 
 
 
7. Please rate your level of fluency in verbal and written Spanish.  
 Circle one: 
  

Beginning Intermediate Expert 


