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Word processors set up and prepare reports, letters, mailing labels, and other materials on a computer using a keyboard and word processing software. The word processor uses word processing commands to format the material and instruct the machine to correct spelling or grammar errors, number pages automatically, adjust the margins or line length, or perform a host of other functions. The typical word processor is often required to perform other clerical duties around an office such as copying documents and answering telephones.

In today’s job market, word processing has become an everyday part of office technology in private industry and government. In addition to the job of word processor, this new technology has given rise to a number of related positions.

Word processing trainers train terminal operators and instruct users in machine capabilities and formatting options. Proofreader/format designers, in addition to proofreading hard copy, set standards for the word processor's automated grammar and spelling correction and formatting processes. Word processing managers and supervisors coordinate and oversees other word processors and may be involved in the evaluation, design, and implementation of future word processing systems.

