City of Saginaw

Engineering Skills Inventory Sheet

Please check all items for which you have 6 or more months of experience. Submit this Sheet
with your application for Engineering Assistant or Engineering Technician. Thank you.

Name

Accounting & Finance
Grant Writing/Administration
Fund Accounting

Office/Clerical:

Collating

__ Copying

Faxing

Scanning

10 Key

Data Entry

Single-line Phone Skills
Scheduling Appointments
Greeting General Public
Proofreading

General Correspondence

Typing wpm:

Computer Activities:

Personal home computer
Internet usage
Charts/Tables (Word or Excel)
Desktop Publishing
Emalil

Mail Merge functions
Labels

Spreadsheets

Report Writing

Data Bases

09/2016

Computer Software:

Microsoft Access
Microsoft Office
Microsoft Windows
Microsoft Word
Microsoft Excel
PowerPoint
COGNOS

Crystal Reports
GIS

CAD

AutoDesk AutoCad
AutoDesk Civil 3D
Auto Cad MAP 3D
Fieldmanager
Fieldbook

MERL

Roadsoft

Miscellaneous:

Michigan Driver’s License
Commercial Driver's License

T_ype of CDL endorsement(s)



