MURRAY STATE UNIVERSITY
Clerical Testing Process

Thank you for your interest in employment with Murray State University. If you are applying for
clerical or secretarial positions that require a keyboarding test, you must take the test before your
application will be considered for a vacancy.

Testing Center

The keyboarding test consists of a three-minute speed test. You should allow approximately 15-
20 minutes for set-up and testing. The minimum speed required for passing is 25 net wpm. The
keyboarding test can be taken at your convenience in Human Resources, 404 Sparks Hall,
Murray KY (located at the corner of 15" and Main Streets) Monday through Friday from 8 a.m.
to 4 p.m. Only those candidates who provide acceptable picture identification will be allowed to
test.

Re-Test Policy
The keyboarding test may be taken a total of three times during a six-month period following the

first test. If an applicant is still interested in vacancies after the six-month expiration date, another
six-month period of testing will start.

You Passed — Now What Happens?

If you are successful in the testing process, your scores will be added to your application for
viewing by the search committees of available vacancies. Your test score will remain on file and
valid for three years, at which time a re-test will be required.

For More Information

For more information about position postings or the application and/or testing process, please
contact Human Resources at 270.809.2146 or human.resources@murraystate.edu.
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