PHYSICAL AND MENTAL REQUIREMENTS

For Accounting Clerk
The job requirements listed are designed to assess the physical capacities required in order to perform  this job with NOHA.

Listed are the percentages of time required in performing particular activities.

1.  
Standing

_5____% of time

__24__ consecutive minutes

2.
Walking

_5____% of time

__24__ consecutive minutes

3.
Sitting

_90___% of time

_432__consecutive minutes

4. The weight required to be listed during an average work day is:



                   

Not Required
Occasionally
Frequently
Continuously

  






1-33% of time
34-66% of time
67-100% of time



A.  Up to 10 pounds
________
___x____
________
________



B.  Up to 20 pounds
________
___x____
________
________



C.  Up to 35 pounds
__ X_____
​________
________
________



D.  Up to 50 pounds 
___x____
________
________
________

Please explain:

Occasionally:  handling files, papers, binders, books

5. The weight required to be pushed, pulled, or carried during an average work day is:


Not Required
Occasionally
Frequently
Continuously




1-33% of time
34-66% of time
67-100% of time



A.  Up to 10 pounds
________
___x____
________
________



B.  Up to 20 pounds
________
___x____
________
________



C.  Up to 35 pounds
___x____
________
________
________



D.  Up to 50 pounds
___x____
________
________
________

Please explain:

Occasionally:  Paper, files, archive file boxes, tenant furniture

6. In an average work day, the following activities are required:






Not Required
Occasionally
Frequently
Continuously









1-33% of time
34-66% of time
67-100% of time



A.  Bending

________
________
___x____
_______



B.  Squatting

________
___x____
________
_______



C.  Climbing

________
___x____
________
_______

D.  Twisting

________
________
___x____
_______

E.  Reaching above
________
___x____
________
_______



           shoulder level



F.  Reaching at or below
________
________
___x____
_______



          shoulder level



G.  Kneeling

________
___x____
________
_______

Please explain:

Occasionally:   Reaching for file cabinet drawers and top/bottom of bookcase shelves, storage shelves
Frequently:   Lower file drawers,  twisting in chair for phones/computer/desk, general office work.
7. Required repetitive use of the hands:






Not Required
Occasionally
Frequently
Continuously








1-33% of time
34-66% of time
67-100% of time



A.  Simple Grasping
________
________
________
___x____



B.  Twisting/Turning
________
________
________
___x____



C.  Finger Manipulation
________
________
________
___x____



        (include typing)

Please explain:

Computer data input, holding files, writing, calculator, telephone.
8. Sensory Requirements:  






Not Required
Occasionally
Frequently
Continuously








1-33% of time
34-66% of time
67-100% of time



A.  Speech

________
___x____
________
________



B.  Hearing

________
________
___x____
________



C.  Clarity of Vision at
___x____
________
________
________



        20 feet or more



D.  Clarity of Vision at
________
________
________
____x___



        20 feet or more

Please explain:

Staff/client contact, entering data in computer, file work, phones
MENTAL DEMANDS

Required mental abilities necessary to competently perform the job:





Not Required
Occasionally
Frequently
Continuously







1-33% of time
34-66% of time
67-100% of time


A.  Alertness

________
___x____
________
________


B.  Precision

________
________
___x____
________


C.  Ingenuity

________
________
___x____
________


D.  Problem solving
________
________
________
____x___

E.  Basic Numeric
________
________
________
____x___

Calculations


F.  Spatial Perception
________
___x____
________
________


G.  Persuasiveness
________
___x____
________
________


H.  Auditory Discrimination ______
___x____
________
________


I.  Memory

________
________
________
___ x___


J.  Creativity

________
________
___x____
________


K.  Concentration

________
________
___x____
________


L.  Judgment

________
________
___x____
________


M. Bilingual Ability
___x____
________
________
________


N.  Writing Ability
________
___x____
________
________


O.  Reading Ability
________
________
___x____
________


P.  Reasoning

________
________
___x____
_____ ___


Q.  Imagination

________
___x____
________
________


R.  Initiative

________
________
___x____
________





Not Required
Occasionally
Frequently
Continuously







1-33% of time
34-66% of time
67-100% of time

S.  Patience

________
________
________
____x___

T.  Visual Discrimination
________
________
____x___
________

U.  Comparing

________
___x____
________
________

V.  Analyzing

________
________
____x___
________

W. Instructing

________
________
____x___
________

X.  Negotiation

________
___x____
________
________

Y.  Supervising

____x___
________
________
________

Other(s):

Sense of humor and common sense.  Ability to handle frequent deadlines.
WORKING CONDITIONS





Not Required
Occasionally
Frequently
Continuously







1-33% of time
34-66% of time
67-100% of time


A.  Time Spent Inside
________
________
________
___x____


B.  Time Spent Outside
________
____x___
________
________


C.  Travel Required
________
____x___
________
________


D.  Exposure to Extreme
________
____x___
________
________


          Noise Levels


E.  Overtime Hours
________
____x___
________
________


F.  Irregular Hours
__x_____
________
________
________


         (eves, weekends)


G.  Exposure to Fumes
__x_____
________
________
________


H.  Exposure to Dust
________
________
________
___x____

I.    Exposure to Poor
________
____x___
________
________

         Ventilation

J.  Exposure to Electrical
__x_____
________
________
________


         Hazards


K. Exposure to Mechanical _x____
________
________
________


         Hazards

Other(s):  Eye strain - frequently
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