Medical Secretary Skills Assessment


Directions:  Using the definitions below as your guide, indicate your knowledge or skill level by marking the appropriate boxes for each item listed.  It is important that you be as honest as possible in your evaluation of your skills.  If you are selected to be interviewed for this position, you should anticipate the interviewer will have a copy of your self-evaluation and ask you to provide examples of your work experience or training that support your self-evaluation ratings.  You may also be required to complete a performance test to demonstrate your proficiencies in selected skills.

Definitions:

None:  

I have no training, education, or experience in this area.

Novice: 
I have limited training or experience in this area and will require additional training/experience prior to applying this knowledge or performing this task independently

Skilled:  
I have significant training and experience in this area and I can apply this knowledge or perform this task independently without additional training or assistance

Expert:  
I have extensive training and experience in this area and I can apply this knowledge or perform this task independently and utilize my expertise to train co-workers

	Knowledge Levels
	None
	Novice
	Skilled
	Expert

	Medical terminology
	
	
	
	

	MS Word
	
	
	
	

	MS Excel
	
	
	
	

	MS Access
	
	
	
	

	MS Outlook – E-mail
	
	
	
	

	MS Outlook – Calendar/Scheduler
	
	
	
	

	MS Office Publisher
	
	
	
	

	Tasks & duties
	None
	Novice
	Skilled
	Expert

	Ability to apply a general knowledge of the principles and practices of office processes and administrative functions to perform secretarial support tasks.
	
	
	
	

	Ability to use independent decision-making on the appropriate processes to follow, information to process and actions to take in accordance with standard procedures.
	
	
	
	

	Ability to compose varied business correspondence for supervisor signature.
	
	
	
	

	Ability to create Excel spreadsheets and use them to perform data management.
	
	
	
	

	Ability to create Access databases and use them to perform data management
	
	
	
	

	Ability to use MS Office Publisher to develop and pamphlets, graphs, charts, tables, etc. for public distribution.
	
	
	
	

	Ability to proofread and/or edit records, letters, memos, reports, contracts, and reports.
	
	
	
	

	Ability to take and transcribe notes, dictation, transcripts, and/or tapes into written minutes and reports.
	
	
	
	

	Ability to create meeting agendas, maintain appointment calendars and schedules, and arrange business appointments, travel, itineraries, events, and meetings.
	
	
	
	

	Keyboarding/typing speed
	< 30 wpm
	30-50 wpm
	51 - 70 wpm
	> 70 wpm

	My keyboarding/typing speed (words per minute)
	
	
	
	


