Clark County Human Resources

Typing, Shorthand/Speedwriting, and Data Entry Certificates
It is the applicant’s responsibility to submit a typing, shorthand/speedwriting, and/or data entry certificate when required.  Certificates must be submitted with the applicant’s application package.  Certificates must include the following information:

1. Typing and shorthand/speedwriting certificates must document a net words per minute score.  Data entry certificates should document a keystroke per minute score. 

2. Certificates must be from a verifiable agency and include the address and phone number of the agency.

3. Certificates must be dated within 12 months from the date of application.

4. Certificates must be signed by the individual who administered the test.

Certificates that do not meet the criteria outlined above are not acceptable.  Applicants without acceptable certification will not be considered for the position.

It is the applicant’s responsibility to locate an agency to administer the test.  Most employment agencies provide testing services, but prices vary, so it is advisable to research several agencies before selecting one.  The applicant is responsible for choosing the agency that best suits their needs.  

Clark County Human Resources does not endorse any one agency.
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