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                                            CA DEPARTMENT OF PARKS AND RECREATION
                                    
            
                            
                    Sacramento, California, United States
                
                    

        
            Job Description and Duties  OFFICE TECHNICIAN (TYPING) (Permanent Intermittent) - SAN DIEGO COAST DISTRICT / HISTORIC SECTOR / OLD TOWN STATE HISTORIC PARK   The reporting location for this position is Old Town San Diego State Historic Park located at 44002 Wallace Street, San Diego, CA 92110. This position will work under the supervision of the District State Park Interpreter III.   The San Diego Coast District is looking for a dynamic individual who possess the following interpersonal skills: excellent internal and external customer service, efficient time management, solid communication skills, analytical reasoning, ability to multi-task, resourcefulness, willingness to be a team member, punctual, and dependable. The incumbent is a critical part of the Old Town San Diego SHP team. Duties include procurement, purchases, administrative duties and staff scheduling.   Training and Development Assignments may be considered.   This position may work up to 1500 hours per year/in a 12 consecutive month period.   This position is designated as not telework eligible.   The selected candidate is required to submit to a background investigation process utilizing Live Scan fingerprinting prior to appointment.   State housing is not available. For further information regarding this position, please contact Alexandra Latona at (619) 936-3579 or at Alexandra.Latona@parks.ca.gov .   This recruitment may be used to fill identical vacancies which may occur within 180 days of the Final Filing Date of this job posting.   You will find additional information about the job in the   Duty Statement  .  Working Conditions      Work environment is an office setting, using computer, telephone, and other business equipment.    Typical work activities involve frequent and prolonged periods of sitting.    Typical work involves extended telephone conversations and keyboard operation.    Must meet many deadlines within short timeframes.    Must be flexible in tasks.      Minimum Requirements   You will find the Minimum Requirements in the Class Specification.    OFFICE TECHNICIAN (TYPING)      Additional Documents      Job Application Package Checklist    Duty Statement      Position Details   Job Code #:      JC-425815    Position #(s):    549-936-1139-902   Working Title:        Office Technician (Typing) (PI)      Classification:      OFFICE TECHNICIAN (TYPING)   $20.82 - $26.07    # of Positions:      Multiple    Work Location:      San Diego County    Telework:      In Office    Job Type:      Permanent Intermittent - 1500 Hours    Facility:      San Diego Coast District   Department Information  The mission of California State Parks is to provide for the health, inspiration and education of the people of California by helping to preserve the state's extraordinary biological diversity, protecting its most valued natural and cultural resources, and creating opportunities for high-quality outdoor recreation.   All employees are responsible for contributing to an inclusive, safe, and secure work environment that values diverse cultures, perspectives, and experiences, and is free from discrimination.   Department Website: http://www.parks.ca.gov   Special Requirements      The position(s) require(s) the ability to type at a minimum speed as designated on the Class Specifications (link available in the additional documentation section). You must obtain a valid typing certificate confirming your ability to meet the minimum typing speed, prior to being hired. Additional information regarding acceptable typing tests is available at the CalCareers.ca.gov website.         Candidates that believe they meet the Minimum qualifications based on a pattern of education from the classification description (specifications) must provide a copy of your degree/transcripts and/or license along with your application (STD. 678) to be considered for this position.   If selected for the position Official sealed transcripts will be required prior to appointment.        DO NOT   include any confidential information to your application or supporting documents (i.e., Social Security Number, birthdate, marital status, medical information, examination results, method of eligibility, etc.)     SROA/SURPLUS Applicants:   You must  check the SROA/Surplus as your claimed method of eligibility and attach your SROA/Surplus letter as an additional document.   Application Instructions  Completed applications and all required documents must be received or postmarked by the Final Filing Date in order to be considered. Dates printed on Mobile Bar Codes, such as the Quick Response (QR) Codes available at the USPS, are not considered Postmark dates for the purpose of determining timely filing of an application.   Final Filing Date: 4/19/2024  Who May Apply    Individuals who are currently in the classification, eligible for lateral transfer, eligible for reinstatement, have list eligibility, are in the process of obtaining list eligibility, or have SROA and/or Surplus eligibility (please attach your letter, if available). SROA and Surplus candidates are given priority; therefore, individuals with other eligibility may be considered in the event no SROA or Surplus candidates apply. Individuals who are eligible for a Training and Development assignment may also be considered for this position(s).   Applications will be screened and only the most qualified applicants will be selected to move forward in the selection process. Applicants must meet the Minimum Qualifications stated in the Classification Specification(s).    How To Apply    Complete Application Packages (including your Examination/Employment Application (STD 678) and applicable or required documents) must be submitted to apply for this Job Posting. Application Packages may be submitted electronically through your CalCareer Account at www.CalCareers.ca.gov. When submitting your application in hard copy, a completed copy of the Application Package listing must be included. If you choose to not apply electronically, a hard copy application package may be submitted through an alternative method listed below:   Address for Mailing Application Packages   You may submit your application and any applicable or required documents to:  Department of Parks & Recreation     Attn: Certification Unit     P.O. Box 942896   Sacramento , CA 94296-0001   Address for Drop-Off Application Packages   You may drop off your application and any applicable or required documents at:  Department of Parks & Recreation     Class and Hiring     715 P Street   Sacramento , CA 95814   08:00 AM - 05:00 PM   Required Application Package Documents    The following items are required to be submitted with your application. Applicants who do not submit the required items timely may not be considered for this job:      Current version of the State Examination/Employment Application STD Form 678 (when not applying electronically), or the Electronic State Employment Application through your Applicant Account at www.CalCareers.ca.gov. All Experience and Education relating to the Minimum Qualifications listed on the Classification Specification should be included to demonstrate how you meet the Minimum Qualifications for the position.   Resume is optional. It may be included, but is not required.      Applicants requiring reasonable accommodations for the hiring interview process must request the necessary accommodations if scheduled for a hiring interview. The request should be made at the time of contact to schedule the interview. Questions regarding reasonable accommodations may be directed to the EEO contact listed on this job posting.   Benefits  Benefit information can be found on the CalHR website and the CalPERS website.   Contact Information  The Hiring Unit Contact is available to answer questions regarding the position or application process.     Department Website: http://www.parks.ca.gov     Hiring Unit Contact:   Alexandra Latona   (619) 936-3579   Alexandra.Latona@parks.ca.gov   Please direct requests for Reasonable Accommodations to the interview scheduler at the time the interview is being scheduled. You may direct any additional questions regarding Reasonable Accommodations or Equal Employment Opportunity for this position(s) to the Department's EEO Office.   EEO Contact:   Sharon Comas - Human Rights Office   (916) 653-9990   California Relay Service: 1-800-735-2929 (TTY), 1-800-735-2922 (Voice) TTY is a Telecommunications Device for the Deaf, and is reachable only from phones equipped with a TTY Device.   Additional Instructions  If submitting your completed Application Package by mail or hand delivery, you must include the Position # 549-936-1139-902 and the Job Control # JC-42815 in the “Examination or Job Title for which you are applying” section on the STD. 678.   Note: If you are applying for multiple positions, you must complete a STD. 678 for each position separately. Incomplete applications or applications received with multiple positions listed on one application will not be considered.   Employment History on the STD 678 must be complete and include dates, accurate hours per week, total time worked, duties and responsibilities, and contact names and phone numbers of supervisors. Failure to submit a completed STD 678 may result in you being screened out. Only the most qualified candidates will be invited to an interview.   Eligibility Information  To be considered for the job vacancy you MUST satisfy one of the following requirements:    List Eligibility - Successfully complete the civil service exam for classification Office Technician (Typing). Click here for more information on how to apply for the Office Technician (Typing) exam. NOTE: Please refer to the exam bulletin for the frequency of administration of this exam.      Transfer Eligibility - Must have current employment with the State of California in the same classification or in a classification that is comparable. If in a different classification, you must meet the minimum qualifications (see Minimum Qualifications section and associated links above).      Reinstatement Eligibility - Previously obtained permanent employment with the State of California in the same classification or in a classification that is comparable. If in a different classification, you must meet the minimum qualifications (see Minimum Qualifications section and associated links above).   In some special circumstances, candidates who meet the Minimum Qualifications for the position, but who do not have one of the types of eligibility listed above, may be hired. However, this is rare and the preferred method of appointment is through eligibility as described above.   Equal Opportunity Employer  The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.     It is an objective of the State of California to achieve a drug-free work place. Any applicant for state employment will be expected to behave in accordance with this objective because the use of illegal drugs is inconsistent with the law of the State, the rules governing Civil Service, and the special trust placed in public servants.  Closing Date/Time: 4/19/2024
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        Job Description and Duties  OFFICE TECHNICIAN (TYPING) (Permanent Intermittent) - SAN DIEGO COAST DISTRICT / HISTORIC SECTOR / OLD TOWN STATE HISTORIC PARK   The reporting location for this position is Old Town San Diego State Historic Park located at 44002 Wallace Street, San Diego, CA 92110. This position will work under the supervision of the District State Park Interpreter III.   The San Diego Coast District is looking for a dynamic individual who possess the following interpersonal skills: excellent internal and external customer service, efficient time management, solid communication skills, analytical reasoning, ability to multi-task, resourcefulness, willingness to be a team member, punctual, and dependable. The incumbent is a critical part of the Old Town San Diego SHP team. Duties include procurement, purchases, administrative duties and staff scheduling.   Training and Development Assignments may be considered.   This position may work up to 1500 hours per year/in a 12 consecutive month period.   This position is designated as not telework eligible.   The selected candidate is required to submit to a background investigation process utilizing Live Scan fingerprinting prior to appointment.   State housing is not available. For further information regarding this position, please contact Alexandra Latona at (619) 936-3579 or at Alexandra.Latona@parks.ca.gov .   This recruitment may be used to fill identical vacancies which may occur within 180 days of the Final Filing Date of this job posting.   You will find additional information about the job in the   Duty Statement  .  Working Conditions      Work environment is an office setting, using computer, telephone, and other business equipment.    Typical work activities involve frequent and prolonged periods of sitting.    Typical work involves extended telephone conversations and keyboard operation.    Must meet many deadlines within short timeframes.    Must be flexible in tasks.      Minimum Requirements   You will find the Minimum Requirements in the Class Specification.    OFFICE TECHNICIAN (TYPING)      Additional Documents      Job Application Package Checklist    Duty Statement      Position Details   Job Code #:      JC-425815    Position #(s):    549-936-1139-902   Working Title:        Office Technician (Typing) (PI)      Classification:      OFFICE TECHNICIAN (TYPING)   $20.82 - $26.07    # of Positions:      Multiple    Work Location:      San Diego County    Telework:      In Office    Job Type:      Permanent Intermittent - 1500 Hours    Facility:      San Diego Coast District   Department Information  The mission of California State Parks is to provide for the health, inspiration and education of the people of California by helping to preserve the state's extraordinary biological diversity, protecting its most valued natural and cultural resources, and creating opportunities for high-quality outdoor recreation.   All employees are responsible for contributing to an inclusive, safe, and secure work environment that values diverse cultures, perspectives, and experiences, and is free from discrimination.   Department Website: http://www.parks.ca.gov   Special Requirements      The position(s) require(s) the ability to type at a minimum speed as designated on the Class Specifications (link available in the additional documentation section). You must obtain a valid typing certificate confirming your ability to meet the minimum typing speed, prior to being hired. Additional information regarding acceptable typing tests is available at the CalCareers.ca.gov website.         Candidates that believe they meet the Minimum qualifications based on a pattern of education from the classification description (specifications) must provide a copy of your degree/transcripts and/or license along with your application (STD. 678) to be considered for this position.   If selected for the position Official sealed transcripts will be required prior to appointment.        DO NOT   include any confidential information to your application or supporting documents (i.e., Social Security Number, birthdate, marital status, medical information, examination results, method of eligibility, etc.)     SROA/SURPLUS Applicants:   You must  check the SROA/Surplus as your claimed method of eligibility and attach your SROA/Surplus letter as an additional document.   Application Instructions  Completed applications and all required documents must be received or postmarked by the Final Filing Date in order to be considered. Dates printed on Mobile Bar Codes, such as the Quick Response (QR) Codes available at the USPS, are not considered Postmark dates for the purpose of determining timely filing of an application.   Final Filing Date: 4/19/2024  Who May Apply    Individuals who are currently in the classification, eligible for lateral transfer, eligible for reinstatement, have list eligibility, are in the process of obtaining list eligibility, or have SROA and/or Surplus eligibility (please attach your letter, if available). SROA and Surplus candidates are given priority; therefore, individuals with other eligibility may be considered in the event no SROA or Surplus candidates apply. Individuals who are eligible for a Training and Development assignment may also be considered for this position(s).   Applications will be screened and only the most qualified applicants will be selected to move forward in the selection process. Applicants must meet the Minimum Qualifications stated in the Classification Specification(s).    How To Apply    Complete Application Packages (including your Examination/Employment Application (STD 678) and applicable or required documents) must be submitted to apply for this Job Posting. Application Packages may be submitted electronically through your CalCareer Account at www.CalCareers.ca.gov. When submitting your application in hard copy, a completed copy of the Application Package listing must be included. If you choose to not apply electronically, a hard copy application package may be submitted through an alternative method listed below:   Address for Mailing Application Packages   You may submit your application and any applicable or required documents to:  Department of Parks & Recreation     Attn: Certification Unit     P.O. Box 942896   Sacramento , CA 94296-0001   Address for Drop-Off Application Packages   You may drop off your application and any applicable or required documents at:  Department of Parks & Recreation     Class and Hiring     715 P Street   Sacramento , CA 95814   08:00 AM - 05:00 PM   Required Application Package Documents    The following items are required to be submitted with your application. Applicants who do not submit the required items timely may not be considered for this job:      Current version of the State Examination/Employment Application STD Form 678 (when not applying electronically), or the Electronic State Employment Application through your Applicant Account at www.CalCareers.ca.gov. All Experience and Education relating to the Minimum Qualifications listed on the Classification Specification should be included to demonstrate how you meet the Minimum Qualifications for the position.   Resume is optional. It may be included, but is not required.      Applicants requiring reasonable accommodations for the hiring interview process must request the necessary accommodations if scheduled for a hiring interview. The request should be made at the time of contact to schedule the interview. Questions regarding reasonable accommodations may be directed to the EEO contact listed on this job posting.   Benefits  Benefit information can be found on the CalHR website and the CalPERS website.   Contact Information  The Hiring Unit Contact is available to answer questions regarding the position or application process.     Department Website: http://www.parks.ca.gov     Hiring Unit Contact:   Alexandra Latona   (619) 936-3579   Alexandra.Latona@parks.ca.gov   Please direct requests for Reasonable Accommodations to the interview scheduler at the time the interview is being scheduled. You may direct any additional questions regarding Reasonable Accommodations or Equal Employment Opportunity for this position(s) to the Department's EEO Office.   EEO Contact:   Sharon Comas - Human Rights Office   (916) 653-9990   California Relay Service: 1-800-735-2929 (TTY), 1-800-735-2922 (Voice) TTY is a Telecommunications Device for the Deaf, and is reachable only from phones equipped with a TTY Device.   Additional Instructions  If submitting your completed Application Package by mail or hand delivery, you must include the Position # 549-936-1139-902 and the Job Control # JC-42815 in the “Examination or Job Title for which you are applying” section on the STD. 678.   Note: If you are applying for multiple positions, you must complete a STD. 678 for each position separately. Incomplete applications or applications received with multiple positions listed on one application will not be considered.   Employment History on the STD 678 must be complete and include dates, accurate hours per week, total time worked, duties and responsibilities, and contact names and phone numbers of supervisors. Failure to submit a completed STD 678 may result in you being screened out. Only the most qualified candidates will be invited to an interview.   Eligibility Information  To be considered for the job vacancy you MUST satisfy one of the following requirements:    List Eligibility - Successfully complete the civil service exam for classification Office Technician (Typing). Click here for more information on how to apply for the Office Technician (Typing) exam. NOTE: Please refer to the exam bulletin for the frequency of administration of this exam.      Transfer Eligibility - Must have current employment with the State of California in the same classification or in a classification that is comparable. If in a different classification, you must meet the minimum qualifications (see Minimum Qualifications section and associated links above).      Reinstatement Eligibility - Previously obtained permanent employment with the State of California in the same classification or in a classification that is comparable. If in a different classification, you must meet the minimum qualifications (see Minimum Qualifications section and associated links above).   In some special circumstances, candidates who meet the Minimum Qualifications for the position, but who do not have one of the types of eligibility listed above, may be hired. However, this is rare and the preferred method of appointment is through eligibility as described above.   Equal Opportunity Employer  The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.     It is an objective of the State of California to achieve a drug-free work place. Any applicant for state employment will be expected to behave in accordance with this objective because the use of illegal drugs is inconsistent with the law of the State, the rules governing Civil Service, and the special trust placed in public servants.  Closing Date/Time: 4/19/2024
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            Office Technician - Registry of Charities & Fundraisers
        

        
            
            
                                            CA DEPARTMENT OF JUSTICE
                                    
            
                            
                    Sacramento, California, United States
                
                    

        
            Job Description and Duties  The Registry of Charities & Fundraisers is responsible for identifying, registering, collecting, and maintaining public records for California charities, nonprofit organizations, and their fundraisers. We are looking for a highly motivated and hard-working Office Technician (OT) to assist with a wide variety of clerical and office support functions. The incumbent will assist in processing applications, reports, and payments submitted by charities. The incumbent will be responsible for following up with charitable organizations and for sending out letters and notices in support of the programs.    The incumbent will help coordinate the intake of mail, processing of documents for scanning, upload, and storage.  Please let us know how you heard about our position by taking this brief survey:    https://www.surveymonkey.com/r/P7X675V   You will find additional information about the job in the   Duty Statement  .  Minimum Requirements   You will find the Minimum Requirements in the Class Specification.    OFFICE TECHNICIAN (TYPING)    OFFICE ASSISTANT (TYPING)      Additional Documents      Job Application Package Checklist    Duty Statement      Position Details   Job Code #:      JC-415917    Position #(s):    420-419-1139-011   Working Title:        Office Technician - Registry of Charities & Fundraisers      Classification:      OFFICE TECHNICIAN (TYPING)   $3,609.00 - $4,518.00 A    Shall Consider:      OFFICE ASSISTANT (TYPING)   $3,085.00 - $3,863.00 A     $3,346.00 - $4,190.00 B    # of Positions:      1    Work Location:      Sacramento County    Telework:      In Office    Job Type:      Permanent, Full Time    Work Shift:      8am - 5pm    Work Week:      Monday - Friday   Department Information  • This position is located in the Public Rights Division, Registry of Charities & Fundraisers.   • This candidate pool may be used for subsequent vacancies for up to 6 months. Applications may be considered for the Registration, and the Delinquency Program. Please see Duty Statements for more information.   • Please disregard the SROA/Surplus language below, as the Department of Justice requires applicants to submit their SROA/Surplus Letter if that is the basis of their eligibility.   Special Requirements      The position(s) require(s) the ability to type at a minimum speed as designated on the Class Specifications (link available in the additional documentation section). You must obtain a valid typing certificate confirming your ability to meet the minimum typing speed, prior to being hired. Additional information regarding acceptable typing tests is available at the CalCareers.ca.gov website.         • A fingerprint check will be required for those hired from outside of the Department of Justice.    • Clearly indicate the basis of your eligibility in the “Explanations” section located at the bottom of page one on your state application.    • JC-415917 must be clearly stated in the “Examination or Job Title For Which You Are Applying” section of your state application.    •If you are using education to meet the minimum qualifications for this position, you must submit a copy of your transcript or diploma.    •An official transcript will be required upon appointment.    • Individuals who are new to state service must have list eligibility in order to gain employment with the California Office of the Attorney General. The process is described at http://oag.ca.gov/careers/exams . To search for all online examinations offered by the California Department of Human Resources, please visit the Exam/Assessment Search page on the jobs.ca.gov (CalCareers) website.   Application Instructions  Completed applications and all required documents must be received or postmarked by the Final Filing Date in order to be considered. Dates printed on Mobile Bar Codes, such as the Quick Response (QR) Codes available at the USPS, are not considered Postmark dates for the purpose of determining timely filing of an application.   Final Filing Date: 4/16/2024  Who May Apply    Individuals who are currently in the classification, eligible for lateral transfer, eligible for reinstatement, have list eligibility, are in the process of obtaining list eligibility, or have SROA and/or Surplus eligibility (please attach your letter, if available). SROA and Surplus candidates are given priority; therefore, individuals with other eligibility may be considered in the event no SROA or Surplus candidates apply.   Applications will be screened and only the most qualified applicants will be selected to move forward in the selection process. Applicants must meet the Minimum Qualifications stated in the Classification Specification(s).    How To Apply    Complete Application Packages (including your Examination/Employment Application (STD 678) and applicable or required documents) must be submitted to apply for this Job Posting. Application Packages may be submitted electronically through your CalCareer Account at www.CalCareers.ca.gov. When submitting your application in hard copy, a completed copy of the Application Package listing must be included. If you choose to not apply electronically, a hard copy application package may be submitted through an alternative method listed below:   Address for Mailing Application Packages   You may submit your application and any applicable or required documents to:  Department of Justice     Attn: Daisy Andrade     1300 I Street     10th Floor     Sacramento , CA 95814   Address for Drop-Off Application Packages   You may drop off your application and any applicable or required documents at:  Department of Justice     Attn: Daisy Andrade     1300 I Street     10th Floor     Sacramento , CA 95814   08:00 AM - 05:00 PM   Required Application Package Documents    The following items are required to be submitted with your application. Applicants who do not submit the required items timely may not be considered for this job:      Current version of the State Examination/Employment Application STD Form 678 (when not applying electronically), or the Electronic State Employment Application through your Applicant Account at www.CalCareers.ca.gov. All Experience and Education relating to the Minimum Qualifications listed on the Classification Specification should be included to demonstrate how you meet the Minimum Qualifications for the position.   Resume is required and must be included.   Statement of Qualifications - Please provide examples of situations where you demonstrated critical thinking, ingenuity, problem solving skills, adaptability, teamwork, time management, accuracy, and/or the ability to meet critical deadlines. (No more than two pages.)       Applicants requiring reasonable accommodations for the hiring interview process must request the necessary accommodations if scheduled for a hiring interview. The request should be made at the time of contact to schedule the interview. Questions regarding reasonable accommodations may be directed to the EEO contact listed on this job posting.   Desirable Qualifications  In addition to evaluating each candidate's relative ability, as demonstrated by quality and breadth of experience, the following factors will provide the basis for competitively evaluating each candidate:     Well-qualified candidates will be able to communicate effectively both verbally and in writing; work tactfully with members of various charitable organizations, the press and the general public; work independently, cooperatively and effectively with a wide range of people at various levels; have good organizational and computer skills; be detail oriented; possess the ability to handle multiple priorities; and work effectively in a team environment. This position requires a high degree of professionalism. Candidates should demonstrate initiative and willingness to assume responsibility. A good attendance record is highly desired.   Benefits  Benefit information can be found on the CalHR website and the CalPERS website.   Contact Information  The Human Resources Contact is available to answer questions regarding the application process. The Hiring Unit Contact is available to answer questions regarding the position.     Human Resources Contact:   Daisy Andrade   (916) 210-7299   Daisy.Andrade@doj.ca.gov     Hiring Unit Contact:   Cheri Hulsebus   (916) 210-7602   Cheri.Hulsebus@doj.ca.gov   Please direct requests for Reasonable Accommodations to the interview scheduler at the time the interview is being scheduled. You may direct any additional questions regarding Reasonable Accommodations or Equal Employment Opportunity for this position(s) to the Department's EEO Office.   EEO Contact:   EEO Officer   (916) 210-7580   EERROffice@doj.ca.gov     California Relay Service: 1-800-735-2929 (TTY), 1-800-735-2922 (Voice) TTY is a Telecommunications Device for the Deaf, and is reachable only from phones equipped with a TTY Device.   Additional Information on Application Filing  Please note, if using the United States Postal Service for delivery, there is no guarantee that your application will be date stamped and will arrive by the final filing date. If your application does not have a postmark or date stamp and arrives after the final filing date, your application will not be accepted. Therefore, to ensure timely delivery of your application, it is recommended that you use either electronic delivery, parcel service, or certified mail. Using one of these options will provide proof of delivery prior to the final filing date.   Equal Opportunity Employer  The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.     It is an objective of the State of California to achieve a drug-free work place. Any applicant for state employment will be expected to behave in accordance with this objective because the use of illegal drugs is inconsistent with the law of the State, the rules governing Civil Service, and the special trust placed in public servants.  Closing Date/Time: 4/16/2024
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        Job Description and Duties  The Registry of Charities & Fundraisers is responsible for identifying, registering, collecting, and maintaining public records for California charities, nonprofit organizations, and their fundraisers. We are looking for a highly motivated and hard-working Office Technician (OT) to assist with a wide variety of clerical and office support functions. The incumbent will assist in processing applications, reports, and payments submitted by charities. The incumbent will be responsible for following up with charitable organizations and for sending out letters and notices in support of the programs.    The incumbent will help coordinate the intake of mail, processing of documents for scanning, upload, and storage.  Please let us know how you heard about our position by taking this brief survey:    https://www.surveymonkey.com/r/P7X675V   You will find additional information about the job in the   Duty Statement  .  Minimum Requirements   You will find the Minimum Requirements in the Class Specification.    OFFICE TECHNICIAN (TYPING)    OFFICE ASSISTANT (TYPING)      Additional Documents      Job Application Package Checklist    Duty Statement      Position Details   Job Code #:      JC-415917    Position #(s):    420-419-1139-011   Working Title:        Office Technician - Registry of Charities & Fundraisers      Classification:      OFFICE TECHNICIAN (TYPING)   $3,609.00 - $4,518.00 A    Shall Consider:      OFFICE ASSISTANT (TYPING)   $3,085.00 - $3,863.00 A     $3,346.00 - $4,190.00 B    # of Positions:      1    Work Location:      Sacramento County    Telework:      In Office    Job Type:      Permanent, Full Time    Work Shift:      8am - 5pm    Work Week:      Monday - Friday   Department Information  • This position is located in the Public Rights Division, Registry of Charities & Fundraisers.   • This candidate pool may be used for subsequent vacancies for up to 6 months. Applications may be considered for the Registration, and the Delinquency Program. Please see Duty Statements for more information.   • Please disregard the SROA/Surplus language below, as the Department of Justice requires applicants to submit their SROA/Surplus Letter if that is the basis of their eligibility.   Special Requirements      The position(s) require(s) the ability to type at a minimum speed as designated on the Class Specifications (link available in the additional documentation section). You must obtain a valid typing certificate confirming your ability to meet the minimum typing speed, prior to being hired. Additional information regarding acceptable typing tests is available at the CalCareers.ca.gov website.         • A fingerprint check will be required for those hired from outside of the Department of Justice.    • Clearly indicate the basis of your eligibility in the “Explanations” section located at the bottom of page one on your state application.    • JC-415917 must be clearly stated in the “Examination or Job Title For Which You Are Applying” section of your state application.    •If you are using education to meet the minimum qualifications for this position, you must submit a copy of your transcript or diploma.    •An official transcript will be required upon appointment.    • Individuals who are new to state service must have list eligibility in order to gain employment with the California Office of the Attorney General. The process is described at http://oag.ca.gov/careers/exams . To search for all online examinations offered by the California Department of Human Resources, please visit the Exam/Assessment Search page on the jobs.ca.gov (CalCareers) website.   Application Instructions  Completed applications and all required documents must be received or postmarked by the Final Filing Date in order to be considered. Dates printed on Mobile Bar Codes, such as the Quick Response (QR) Codes available at the USPS, are not considered Postmark dates for the purpose of determining timely filing of an application.   Final Filing Date: 4/16/2024  Who May Apply    Individuals who are currently in the classification, eligible for lateral transfer, eligible for reinstatement, have list eligibility, are in the process of obtaining list eligibility, or have SROA and/or Surplus eligibility (please attach your letter, if available). SROA and Surplus candidates are given priority; therefore, individuals with other eligibility may be considered in the event no SROA or Surplus candidates apply.   Applications will be screened and only the most qualified applicants will be selected to move forward in the selection process. Applicants must meet the Minimum Qualifications stated in the Classification Specification(s).    How To Apply    Complete Application Packages (including your Examination/Employment Application (STD 678) and applicable or required documents) must be submitted to apply for this Job Posting. Application Packages may be submitted electronically through your CalCareer Account at www.CalCareers.ca.gov. When submitting your application in hard copy, a completed copy of the Application Package listing must be included. If you choose to not apply electronically, a hard copy application package may be submitted through an alternative method listed below:   Address for Mailing Application Packages   You may submit your application and any applicable or required documents to:  Department of Justice     Attn: Daisy Andrade     1300 I Street     10th Floor     Sacramento , CA 95814   Address for Drop-Off Application Packages   You may drop off your application and any applicable or required documents at:  Department of Justice     Attn: Daisy Andrade     1300 I Street     10th Floor     Sacramento , CA 95814   08:00 AM - 05:00 PM   Required Application Package Documents    The following items are required to be submitted with your application. Applicants who do not submit the required items timely may not be considered for this job:      Current version of the State Examination/Employment Application STD Form 678 (when not applying electronically), or the Electronic State Employment Application through your Applicant Account at www.CalCareers.ca.gov. All Experience and Education relating to the Minimum Qualifications listed on the Classification Specification should be included to demonstrate how you meet the Minimum Qualifications for the position.   Resume is required and must be included.   Statement of Qualifications - Please provide examples of situations where you demonstrated critical thinking, ingenuity, problem solving skills, adaptability, teamwork, time management, accuracy, and/or the ability to meet critical deadlines. (No more than two pages.)       Applicants requiring reasonable accommodations for the hiring interview process must request the necessary accommodations if scheduled for a hiring interview. The request should be made at the time of contact to schedule the interview. Questions regarding reasonable accommodations may be directed to the EEO contact listed on this job posting.   Desirable Qualifications  In addition to evaluating each candidate's relative ability, as demonstrated by quality and breadth of experience, the following factors will provide the basis for competitively evaluating each candidate:     Well-qualified candidates will be able to communicate effectively both verbally and in writing; work tactfully with members of various charitable organizations, the press and the general public; work independently, cooperatively and effectively with a wide range of people at various levels; have good organizational and computer skills; be detail oriented; possess the ability to handle multiple priorities; and work effectively in a team environment. This position requires a high degree of professionalism. Candidates should demonstrate initiative and willingness to assume responsibility. A good attendance record is highly desired.   Benefits  Benefit information can be found on the CalHR website and the CalPERS website.   Contact Information  The Human Resources Contact is available to answer questions regarding the application process. The Hiring Unit Contact is available to answer questions regarding the position.     Human Resources Contact:   Daisy Andrade   (916) 210-7299   Daisy.Andrade@doj.ca.gov     Hiring Unit Contact:   Cheri Hulsebus   (916) 210-7602   Cheri.Hulsebus@doj.ca.gov   Please direct requests for Reasonable Accommodations to the interview scheduler at the time the interview is being scheduled. You may direct any additional questions regarding Reasonable Accommodations or Equal Employment Opportunity for this position(s) to the Department's EEO Office.   EEO Contact:   EEO Officer   (916) 210-7580   EERROffice@doj.ca.gov     California Relay Service: 1-800-735-2929 (TTY), 1-800-735-2922 (Voice) TTY is a Telecommunications Device for the Deaf, and is reachable only from phones equipped with a TTY Device.   Additional Information on Application Filing  Please note, if using the United States Postal Service for delivery, there is no guarantee that your application will be date stamped and will arrive by the final filing date. If your application does not have a postmark or date stamp and arrives after the final filing date, your application will not be accepted. Therefore, to ensure timely delivery of your application, it is recommended that you use either electronic delivery, parcel service, or certified mail. Using one of these options will provide proof of delivery prior to the final filing date.   Equal Opportunity Employer  The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.     It is an objective of the State of California to achieve a drug-free work place. Any applicant for state employment will be expected to behave in accordance with this objective because the use of illegal drugs is inconsistent with the law of the State, the rules governing Civil Service, and the special trust placed in public servants.  Closing Date/Time: 4/16/2024
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            Job Description and Duties  As a member of a legal support team, the Legal Support Technician utilizes various modern office equipment and performs a variety of duties to support the legal staff in the Office of the Attorney General. The duties include but are not limited to: answer telephones, process and coordinate Revolving Fund checks, collection advices, payroll and travel claim checks, process incoming faxes, Transit Pass purchasing in accordance with Accounting and State Administrative Manual procedures; maintain transaction logs, reconcile cash balances, conduct audits and prepare management reports as required; handle maintenance requests; photocopying and assembling large voluminous documents, bate stamping, indexing and closing case files by preparing labels and slips for delivery to the Docketing Unit. The Legal Support Technician may occasionally be called upon to answer telephones for the Executive Office; uses various computer software to proficiently type, edit, store, retrieve, print, process and fax documents and correspondence using modern office methods and procedures as required. They will independently and with initiative, complete correspondence and other non-legal documents pertaining to court proceedings which are often of a confidential nature, including providing support to legal teams consisting of attorneys, paralegals and secretarial staff; assist legal secretaries in preparing documents in accordance to Prolaw for court filing by preparing exhibit tabs, Bates numbering, and indexing of complex cases, photocopying and faxing documents, including electronic; and assist with preparing envelopes, labels, and messenger service slips for service of documents.  Please let us know how you heard about our position by taking this brief survey:    https://www.surveymonkey.com/r/P7X675V   You will find additional information about the job in the   Duty Statement  .  Working Conditions  This position offers a hybrid schedule, i.e. combined remote and in-office work schedules. If you are interested in maintaining a work/life balance, savings on transportation expenses and want work flexibility, this position may be for you!   Minimum Requirements   You will find the Minimum Requirements in the Class Specification.    OFFICE TECHNICIAN (TYPING)      Additional Documents      Job Application Package Checklist    Duty Statement      Position Details   Job Code #:      JC-424460    Position #(s):    420-031-1139-096   Working Title:        Legal Support Technician      Classification:      OFFICE TECHNICIAN (TYPING)   $3,609.00 - $4,518.00 A    # of Positions:      1    Work Location:      Sacramento County    Telework:      Hybrid    Job Type:      Permanent, Full Time    Work Shift:      8:00 am - 5:00 pm    Work Week:      Monday - Friday   Department Information      This position is located in the Division of Operations, Legal Support Operations, Sacramento.    Please disregard the SROA/Surplus language below, as the Department of Justice requires applicants to submit their SROA/Surplus Letter if that is the basis of their eligibility.    For more information about the department, please visit the Attorney General's website at www.oag.ca.gov .      Special Requirements      The position(s) require(s) the ability to type at a minimum speed as designated on the Class Specifications (link available in the additional documentation section). You must obtain a valid typing certificate confirming your ability to meet the minimum typing speed, prior to being hired. Additional information regarding acceptable typing tests is available at the CalCareers.ca.gov website.         • Fingerprint check will be required. • Clearly indicate the Job Control (JC424460) and the title of this position in the "Examination or Job Title(s) For Which You Are Applying" section located on the first page of your State Application.   Application Instructions  Completed applications and all required documents must be received or postmarked by the Final Filing Date in order to be considered. Dates printed on Mobile Bar Codes, such as the Quick Response (QR) Codes available at the USPS, are not considered Postmark dates for the purpose of determining timely filing of an application.   Final Filing Date: 4/19/2024  Who May Apply    Individuals who are currently in the classification, eligible for lateral transfer, eligible for reinstatement, have list eligibility, are in the process of obtaining list eligibility, or have SROA and/or Surplus eligibility (please attach your letter, if available). SROA and Surplus candidates are given priority; therefore, individuals with other eligibility may be considered in the event no SROA or Surplus candidates apply.   Applications will be screened and only the most qualified applicants will be selected to move forward in the selection process. Applicants must meet the Minimum Qualifications stated in the Classification Specification(s).    How To Apply    Complete Application Packages (including your Examination/Employment Application (STD 678) and applicable or required documents) must be submitted to apply for this Job Posting. Application Packages may be submitted electronically through your CalCareer Account at www.CalCareers.ca.gov. When submitting your application in hard copy, a completed copy of the Application Package listing must be included. If you choose to not apply electronically, a hard copy application package may be submitted through an alternative method listed below:   Address for Mailing Application Packages   You may submit your application and any applicable or required documents to:  Department of Justice     Attn: Mieke Roelstraete     1300 I Street     Suite 820     Sacramento , CA 95814   Address for Drop-Off Application Packages   You may drop off your application and any applicable or required documents at:  Department of Justice     Mieke Roelstraete     1300 I Street     Suite 820     Sacramento , CA 95814   08:00 AM - 05:00 PM   Required Application Package Documents    The following items are required to be submitted with your application. Applicants who do not submit the required items timely may not be considered for this job:      Current version of the State Examination/Employment Application STD Form 678 (when not applying electronically), or the Electronic State Employment Application through your Applicant Account at www.CalCareers.ca.gov. All Experience and Education relating to the Minimum Qualifications listed on the Classification Specification should be included to demonstrate how you meet the Minimum Qualifications for the position.   Resume is required and must be included.      Applicants requiring reasonable accommodations for the hiring interview process must request the necessary accommodations if scheduled for a hiring interview. The request should be made at the time of contact to schedule the interview. Questions regarding reasonable accommodations may be directed to the EEO contact listed on this job posting.   Desirable Qualifications  In addition to evaluating each candidate's relative ability, as demonstrated by quality and breadth of experience, the following factors will provide the basis for competitively evaluating each candidate:   Ability to work independently, demonstrate good attendance and punctuality, take initiative, be sensitive to confidentiality, use tact and diplomacy, work well in a team environment, have the ability to lift 40lbs.   Benefits  Benefit information can be found on the CalHR website and the CalPERS website.   Contact Information  The Hiring Unit Contact is available to answer questions regarding the position or application process.     Hiring Unit Contact:   Mieke Roelstraete   (916) 594-5431   OPSJC@doj.ca.gov   Please direct requests for Reasonable Accommodations to the interview scheduler at the time the interview is being scheduled. You may direct any additional questions regarding Reasonable Accommodations or Equal Employment Opportunity for this position(s) to the Department's EEO Office.   EEO Contact:   EEO Officer   (916) 210-7580   EERROffice@doj.ca.gov     California Relay Service: 1-800-735-2929 (TTY), 1-800-735-2922 (Voice) TTY is a Telecommunications Device for the Deaf, and is reachable only from phones equipped with a TTY Device.   OFFICE TECHNICIAN EXAMINATION LINK:  https://www.calcareers.ca.gov/JOBSGEN/4PB24.PDF   ADDITIONAL APPLICATION FILING INFORMATION:  Please note : if using the United States Postal Service for delivery, there is no guarantee that your application will be date stamped and will arrive by the final filing date. If your application does not have a post mark or date stamp and arrives after the final filing date, your application will not be accepted. Therefore, to ensure timely delivery of your application, it is recommended that you use either electronic delivery, parcel service, or certified mail. Using one of these options will provide proof of delivery prior to the final filing date.   Equal Opportunity Employer  The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.     It is an objective of the State of California to achieve a drug-free work place. Any applicant for state employment will be expected to behave in accordance with this objective because the use of illegal drugs is inconsistent with the law of the State, the rules governing Civil Service, and the special trust placed in public servants.  Closing Date/Time: 4/19/2024
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        Job Description and Duties  As a member of a legal support team, the Legal Support Technician utilizes various modern office equipment and performs a variety of duties to support the legal staff in the Office of the Attorney General. The duties include but are not limited to: answer telephones, process and coordinate Revolving Fund checks, collection advices, payroll and travel claim checks, process incoming faxes, Transit Pass purchasing in accordance with Accounting and State Administrative Manual procedures; maintain transaction logs, reconcile cash balances, conduct audits and prepare management reports as required; handle maintenance requests; photocopying and assembling large voluminous documents, bate stamping, indexing and closing case files by preparing labels and slips for delivery to the Docketing Unit. The Legal Support Technician may occasionally be called upon to answer telephones for the Executive Office; uses various computer software to proficiently type, edit, store, retrieve, print, process and fax documents and correspondence using modern office methods and procedures as required. They will independently and with initiative, complete correspondence and other non-legal documents pertaining to court proceedings which are often of a confidential nature, including providing support to legal teams consisting of attorneys, paralegals and secretarial staff; assist legal secretaries in preparing documents in accordance to Prolaw for court filing by preparing exhibit tabs, Bates numbering, and indexing of complex cases, photocopying and faxing documents, including electronic; and assist with preparing envelopes, labels, and messenger service slips for service of documents.  Please let us know how you heard about our position by taking this brief survey:    https://www.surveymonkey.com/r/P7X675V   You will find additional information about the job in the   Duty Statement  .  Working Conditions  This position offers a hybrid schedule, i.e. combined remote and in-office work schedules. If you are interested in maintaining a work/life balance, savings on transportation expenses and want work flexibility, this position may be for you!   Minimum Requirements   You will find the Minimum Requirements in the Class Specification.    OFFICE TECHNICIAN (TYPING)      Additional Documents      Job Application Package Checklist    Duty Statement      Position Details   Job Code #:      JC-424460    Position #(s):    420-031-1139-096   Working Title:        Legal Support Technician      Classification:      OFFICE TECHNICIAN (TYPING)   $3,609.00 - $4,518.00 A    # of Positions:      1    Work Location:      Sacramento County    Telework:      Hybrid    Job Type:      Permanent, Full Time    Work Shift:      8:00 am - 5:00 pm    Work Week:      Monday - Friday   Department Information      This position is located in the Division of Operations, Legal Support Operations, Sacramento.    Please disregard the SROA/Surplus language below, as the Department of Justice requires applicants to submit their SROA/Surplus Letter if that is the basis of their eligibility.    For more information about the department, please visit the Attorney General's website at www.oag.ca.gov .      Special Requirements      The position(s) require(s) the ability to type at a minimum speed as designated on the Class Specifications (link available in the additional documentation section). You must obtain a valid typing certificate confirming your ability to meet the minimum typing speed, prior to being hired. Additional information regarding acceptable typing tests is available at the CalCareers.ca.gov website.         • Fingerprint check will be required. • Clearly indicate the Job Control (JC424460) and the title of this position in the "Examination or Job Title(s) For Which You Are Applying" section located on the first page of your State Application.   Application Instructions  Completed applications and all required documents must be received or postmarked by the Final Filing Date in order to be considered. Dates printed on Mobile Bar Codes, such as the Quick Response (QR) Codes available at the USPS, are not considered Postmark dates for the purpose of determining timely filing of an application.   Final Filing Date: 4/19/2024  Who May Apply    Individuals who are currently in the classification, eligible for lateral transfer, eligible for reinstatement, have list eligibility, are in the process of obtaining list eligibility, or have SROA and/or Surplus eligibility (please attach your letter, if available). SROA and Surplus candidates are given priority; therefore, individuals with other eligibility may be considered in the event no SROA or Surplus candidates apply.   Applications will be screened and only the most qualified applicants will be selected to move forward in the selection process. Applicants must meet the Minimum Qualifications stated in the Classification Specification(s).    How To Apply    Complete Application Packages (including your Examination/Employment Application (STD 678) and applicable or required documents) must be submitted to apply for this Job Posting. Application Packages may be submitted electronically through your CalCareer Account at www.CalCareers.ca.gov. When submitting your application in hard copy, a completed copy of the Application Package listing must be included. If you choose to not apply electronically, a hard copy application package may be submitted through an alternative method listed below:   Address for Mailing Application Packages   You may submit your application and any applicable or required documents to:  Department of Justice     Attn: Mieke Roelstraete     1300 I Street     Suite 820     Sacramento , CA 95814   Address for Drop-Off Application Packages   You may drop off your application and any applicable or required documents at:  Department of Justice     Mieke Roelstraete     1300 I Street     Suite 820     Sacramento , CA 95814   08:00 AM - 05:00 PM   Required Application Package Documents    The following items are required to be submitted with your application. Applicants who do not submit the required items timely may not be considered for this job:      Current version of the State Examination/Employment Application STD Form 678 (when not applying electronically), or the Electronic State Employment Application through your Applicant Account at www.CalCareers.ca.gov. All Experience and Education relating to the Minimum Qualifications listed on the Classification Specification should be included to demonstrate how you meet the Minimum Qualifications for the position.   Resume is required and must be included.      Applicants requiring reasonable accommodations for the hiring interview process must request the necessary accommodations if scheduled for a hiring interview. The request should be made at the time of contact to schedule the interview. Questions regarding reasonable accommodations may be directed to the EEO contact listed on this job posting.   Desirable Qualifications  In addition to evaluating each candidate's relative ability, as demonstrated by quality and breadth of experience, the following factors will provide the basis for competitively evaluating each candidate:   Ability to work independently, demonstrate good attendance and punctuality, take initiative, be sensitive to confidentiality, use tact and diplomacy, work well in a team environment, have the ability to lift 40lbs.   Benefits  Benefit information can be found on the CalHR website and the CalPERS website.   Contact Information  The Hiring Unit Contact is available to answer questions regarding the position or application process.     Hiring Unit Contact:   Mieke Roelstraete   (916) 594-5431   OPSJC@doj.ca.gov   Please direct requests for Reasonable Accommodations to the interview scheduler at the time the interview is being scheduled. You may direct any additional questions regarding Reasonable Accommodations or Equal Employment Opportunity for this position(s) to the Department's EEO Office.   EEO Contact:   EEO Officer   (916) 210-7580   EERROffice@doj.ca.gov     California Relay Service: 1-800-735-2929 (TTY), 1-800-735-2922 (Voice) TTY is a Telecommunications Device for the Deaf, and is reachable only from phones equipped with a TTY Device.   OFFICE TECHNICIAN EXAMINATION LINK:  https://www.calcareers.ca.gov/JOBSGEN/4PB24.PDF   ADDITIONAL APPLICATION FILING INFORMATION:  Please note : if using the United States Postal Service for delivery, there is no guarantee that your application will be date stamped and will arrive by the final filing date. If your application does not have a post mark or date stamp and arrives after the final filing date, your application will not be accepted. Therefore, to ensure timely delivery of your application, it is recommended that you use either electronic delivery, parcel service, or certified mail. Using one of these options will provide proof of delivery prior to the final filing date.   Equal Opportunity Employer  The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.     It is an objective of the State of California to achieve a drug-free work place. Any applicant for state employment will be expected to behave in accordance with this objective because the use of illegal drugs is inconsistent with the law of the State, the rules governing Civil Service, and the special trust placed in public servants.  Closing Date/Time: 4/19/2024
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            Position Description    Interviews to be held Tuesday, April 23rd, 2024.     (T o be considered for the April interview date,    please submit your application no later than Friday, April 5th)   Sheriff Service Technician I: $19.38 - $23.55  Sheriff Service Technician II: $21.33 - $25.92  Sheriff Service Technician III: $24.21 - $29.40  Under direction of a supervisor or management, performs a variety of clerical and administrative duties in support of the Sheriff's Department; which may include record keeping, specialized civil, financial, or evidence processing related to the department, typing, word processing, fingerprinting and filing; and to perform related work as required.     CLASS CHARACTERISTICS   :    Sheriff Services Technician I This is the entry level class for Sheriff Services Technician work. Required to decipher technical data and laws pertaining to the security, release, and maintenance of Sheriff's records. Processes reports of a confidential nature in strict adherence to State and Department mandates. Requires keeping current on continuous changes and additions in report processing requirements, etc. Relied upon to help assure Department and State policies are followed; responsible for releasing information of a sensitive nature to the public. Requires developing skills in handling citizen complaints in person and over the telephone. Operates a Department Records Management System involving inputting and/or retrieving information in numerous in-house files.   Sheriff Services Technician II This is the journey level position within the series. In addition to the above, incumbents will be assigned to more increasingly difficult tasks within the department.   Sheriff Services Technician III This is the advanced level position within the series. In addition to the above, responsibilities require the frequent use of initiative and independent judgment in scheduling and coordination of office activities and in dealing with sensitive assignments. Incumbents are responsible for the more complex assignments and work with greater independence from close review. Incumbents may assist in training and guiding subordinates.   Example of Duties  (Duties vary depending on assignment)  Performs record checks for authorized agencies in strict accordance with the law.  Operates a telecommunication terminal accessing County, State, and National law enforcement automated information systems.  Fiscal accounting and departmental payroll.  Performs sealing of records and records destruction in accordance with laws and other mandates.  Operates a word processor to type complaints for deputies/investigators for submission to the District Attorney.  Trains or assists in training of personnel.  Processing and maintenance of evidence and civil records.  Transcribes, types, files and provides other clerical support duties.  Performs various other miscellaneous duties, such as processing mail, processing citations, maintaining supplies, etc.    Minimum Qualifications    Knowledge of:      Sheriff Services Technician I/II/III  Operations, procedures, specific rules and precedents of the department together with the ability to work independently per established procedures; modern office methods and practices including common software applications; business English, including vocabulary, correct grammatical usage and punctuation; modem filing methods; common office machines and their operation, including use of personal computers.     Ability To:      Sheriff Services Technician I/II/III  Assist in the developing and implementing of goals, objectives, work sites, policies, procedures, and work standards; prepare, maintain, and review documents, records and reports; exercise sound judgment with general policy guidelines; assist in analyzing office operations and technical problems, evaluate alternatives and recommend solutions; interpret and apply legislative and administrative laws, codes and regulations as directed; skill in typing accurately at a net rate of 60 words per minute; and establish and maintain effective working relationships with those contacted in the course of work.    Education, Training, and Experience:     Sheriff Services Technician I  Equivalent to graduation from high school supplemented by college level course work in administration or technical subjects related to the area in which assigned and two (2) years of responsible office administrative support experience.    Sheriff Services Technician II  Three years of experience in a position comparable to a Sheriff Services Technician. In addition, candidates must demonstrate competency in technical work.    Sheriff Services Technician III  Five years of experience in a position comparable to a Sheriff Services Technician. In addition candidates must demonstrate proficiency in administrative law enforcement procedures and processes.  Special Requirements  Possession of an appropriate California driver's license issued by the State Department of Motor Vehicles.    Bargaining Unit 10 - Calaveras County Public Service Employees Association   For available Health/Dental/Vision insurance please visit the County BENEFITS WEBPAGE.   Please note that Extra-hire positions that are benefitted, are only offered our CORE medical plan and are not offered dental or vision.      NEW * Assist-To-Own program to help Couny employees purchase a home.      Program Highlights:   Down Payment Assistance, up to 5.5% of the Total Mortgage Loan.   Available with purchase of a primary residence.   Variety of Mortgage Loan options (FHA, VA, USDA and Conventional Mortgage Loans).   No first-time homebuyer requirement to qualify.   Flexible guidelines: Minimum FICO 640; Maximum DTI 50%.   Flexible income limits, up to moderate income levels; no income limits for FHA and VA.  For more information, vists Calaveras County Assist-to-Own    Uniform Allowance: $650.04 per calendar year for specific positionssplit into monthly payments.Payments will be made monthly on the second pay check. Qualifying Classifications : Crime Scene Specialist/Property Room Manager, Deputy Probation Officer I/II/III, Correctional Cook I/II, Correctional Technician, Correctional Officer, Correctional Corporal, Correctional Sergeant, Dispatcher Clerk, Sr. Dispatcher, and Animal Control Officer I/II/III. The County shall pay a two hundred dollar and four cent ($200.04) per calendar year uniform maintenance allowance to Animal Shelter Assistant.   Uniform Allowance(Shirt): $200.04 per calendar year split into monthly payments. Qualifying Classifications : Animal Shelter Assistant   Professional Time Off : 80 hours annually, prorated to 40 hours if hired after July 1st.  Qualifying Classifications : Deputy District Attorney I/II/III/IV   Extra-Hire:  Extra-hire employees are not eligible for step advances, vacation, seniority rights, holiday pay or other certain employee benefits. They are entitled to 24 hours of sick leave per year and eligilbe for the county's CORE Medical plan but not eligible for dental or vision insurance.   Vacation days:    0 - 3 complete years = 80 hours per year.  After 6 months you can take your first week.  3 - 10 complete years = 120 hours per year  10 years+ = 160 per year   Holidays :13 paid holidays per year.   Life Insurance:  $50,000.00 County paid   Sick Leave:  12 days annual sick leave accrual with unlimited accumulation.  Sick leave is accrued at 3.69 hours for each full 80 hours of payroll period.  60 hours of sick leave can be used for immediate family, parent spouse, child or sibling.   Merit:  After successfully completing twenty-six (26) pay periods, a 5% merit increase may be granted.Merit increases may be granted annually thereafter to the top step.    Probation Period:  New employees remain in a probationary status for 26 pay periods.   Longevity Incentives @ 2.5% for each of the following:     5.5 years (if hired before March 28, 2005)   6 years   10 years                  15 years   20 years                25 years    Bi-Lingual pay :$50 per month for specific approved job classifications.   Flexible Spending:  Pre-Tax Medical Reimbursement - Max contribution of $2,500 annually   Flexible Spending: Pre-Tax Dependent Care Account - Max contribution of $5,000 annually   Section 125 Plan :Additional insurance is available through the Section 125 plan and may be purchased from arepresentative during open enrollment or by appointment when they are on-site.  AFLAC Heart & Stroke Insurance  Cancer Insurance  Accident Insurance  Universal Life Insurance  Short Term Disability Insurance  LEGALSHEILD    CALPERS RETIREMENT INFORMATION:     CalPERS:  CLASSIC MEMBERS: 2% at 55 PEPRA MEMBERS: 2% at 62   Extra-Hire's will be enrolled into Public Agency Retirement System (PARS) unless you are already a member of CalPERS.  ???????   SAFETY CalPERS: for Correctional Officer, Correctional Corporal, Correctional Sergeant and Deputy Probation Officer I/II/III. CLASSIC MEMBERS: 3% at 50 PEPRA MEMBERS: 2.7% at 57   Additional Retirement Plan:   The County offers a 457(b) Government plan. Employees can contribute to this deferred compensation plan ( Pre-Tax ).The County currently utilizes VALIC.   Participating employees will receive a County paid match of up to $50 a month.   Closing Date/Time: Continuous
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        Position Description    Interviews to be held Tuesday, April 23rd, 2024.     (T o be considered for the April interview date,    please submit your application no later than Friday, April 5th)   Sheriff Service Technician I: $19.38 - $23.55  Sheriff Service Technician II: $21.33 - $25.92  Sheriff Service Technician III: $24.21 - $29.40  Under direction of a supervisor or management, performs a variety of clerical and administrative duties in support of the Sheriff's Department; which may include record keeping, specialized civil, financial, or evidence processing related to the department, typing, word processing, fingerprinting and filing; and to perform related work as required.     CLASS CHARACTERISTICS   :    Sheriff Services Technician I This is the entry level class for Sheriff Services Technician work. Required to decipher technical data and laws pertaining to the security, release, and maintenance of Sheriff's records. Processes reports of a confidential nature in strict adherence to State and Department mandates. Requires keeping current on continuous changes and additions in report processing requirements, etc. Relied upon to help assure Department and State policies are followed; responsible for releasing information of a sensitive nature to the public. Requires developing skills in handling citizen complaints in person and over the telephone. Operates a Department Records Management System involving inputting and/or retrieving information in numerous in-house files.   Sheriff Services Technician II This is the journey level position within the series. In addition to the above, incumbents will be assigned to more increasingly difficult tasks within the department.   Sheriff Services Technician III This is the advanced level position within the series. In addition to the above, responsibilities require the frequent use of initiative and independent judgment in scheduling and coordination of office activities and in dealing with sensitive assignments. Incumbents are responsible for the more complex assignments and work with greater independence from close review. Incumbents may assist in training and guiding subordinates.   Example of Duties  (Duties vary depending on assignment)  Performs record checks for authorized agencies in strict accordance with the law.  Operates a telecommunication terminal accessing County, State, and National law enforcement automated information systems.  Fiscal accounting and departmental payroll.  Performs sealing of records and records destruction in accordance with laws and other mandates.  Operates a word processor to type complaints for deputies/investigators for submission to the District Attorney.  Trains or assists in training of personnel.  Processing and maintenance of evidence and civil records.  Transcribes, types, files and provides other clerical support duties.  Performs various other miscellaneous duties, such as processing mail, processing citations, maintaining supplies, etc.    Minimum Qualifications    Knowledge of:      Sheriff Services Technician I/II/III  Operations, procedures, specific rules and precedents of the department together with the ability to work independently per established procedures; modern office methods and practices including common software applications; business English, including vocabulary, correct grammatical usage and punctuation; modem filing methods; common office machines and their operation, including use of personal computers.     Ability To:      Sheriff Services Technician I/II/III  Assist in the developing and implementing of goals, objectives, work sites, policies, procedures, and work standards; prepare, maintain, and review documents, records and reports; exercise sound judgment with general policy guidelines; assist in analyzing office operations and technical problems, evaluate alternatives and recommend solutions; interpret and apply legislative and administrative laws, codes and regulations as directed; skill in typing accurately at a net rate of 60 words per minute; and establish and maintain effective working relationships with those contacted in the course of work.    Education, Training, and Experience:     Sheriff Services Technician I  Equivalent to graduation from high school supplemented by college level course work in administration or technical subjects related to the area in which assigned and two (2) years of responsible office administrative support experience.    Sheriff Services Technician II  Three years of experience in a position comparable to a Sheriff Services Technician. In addition, candidates must demonstrate competency in technical work.    Sheriff Services Technician III  Five years of experience in a position comparable to a Sheriff Services Technician. In addition candidates must demonstrate proficiency in administrative law enforcement procedures and processes.  Special Requirements  Possession of an appropriate California driver's license issued by the State Department of Motor Vehicles.    Bargaining Unit 10 - Calaveras County Public Service Employees Association   For available Health/Dental/Vision insurance please visit the County BENEFITS WEBPAGE.   Please note that Extra-hire positions that are benefitted, are only offered our CORE medical plan and are not offered dental or vision.      NEW * Assist-To-Own program to help Couny employees purchase a home.      Program Highlights:   Down Payment Assistance, up to 5.5% of the Total Mortgage Loan.   Available with purchase of a primary residence.   Variety of Mortgage Loan options (FHA, VA, USDA and Conventional Mortgage Loans).   No first-time homebuyer requirement to qualify.   Flexible guidelines: Minimum FICO 640; Maximum DTI 50%.   Flexible income limits, up to moderate income levels; no income limits for FHA and VA.  For more information, vists Calaveras County Assist-to-Own    Uniform Allowance: $650.04 per calendar year for specific positionssplit into monthly payments.Payments will be made monthly on the second pay check. Qualifying Classifications : Crime Scene Specialist/Property Room Manager, Deputy Probation Officer I/II/III, Correctional Cook I/II, Correctional Technician, Correctional Officer, Correctional Corporal, Correctional Sergeant, Dispatcher Clerk, Sr. Dispatcher, and Animal Control Officer I/II/III. The County shall pay a two hundred dollar and four cent ($200.04) per calendar year uniform maintenance allowance to Animal Shelter Assistant.   Uniform Allowance(Shirt): $200.04 per calendar year split into monthly payments. Qualifying Classifications : Animal Shelter Assistant   Professional Time Off : 80 hours annually, prorated to 40 hours if hired after July 1st.  Qualifying Classifications : Deputy District Attorney I/II/III/IV   Extra-Hire:  Extra-hire employees are not eligible for step advances, vacation, seniority rights, holiday pay or other certain employee benefits. They are entitled to 24 hours of sick leave per year and eligilbe for the county's CORE Medical plan but not eligible for dental or vision insurance.   Vacation days:    0 - 3 complete years = 80 hours per year.  After 6 months you can take your first week.  3 - 10 complete years = 120 hours per year  10 years+ = 160 per year   Holidays :13 paid holidays per year.   Life Insurance:  $50,000.00 County paid   Sick Leave:  12 days annual sick leave accrual with unlimited accumulation.  Sick leave is accrued at 3.69 hours for each full 80 hours of payroll period.  60 hours of sick leave can be used for immediate family, parent spouse, child or sibling.   Merit:  After successfully completing twenty-six (26) pay periods, a 5% merit increase may be granted.Merit increases may be granted annually thereafter to the top step.    Probation Period:  New employees remain in a probationary status for 26 pay periods.   Longevity Incentives @ 2.5% for each of the following:     5.5 years (if hired before March 28, 2005)   6 years   10 years                  15 years   20 years                25 years    Bi-Lingual pay :$50 per month for specific approved job classifications.   Flexible Spending:  Pre-Tax Medical Reimbursement - Max contribution of $2,500 annually   Flexible Spending: Pre-Tax Dependent Care Account - Max contribution of $5,000 annually   Section 125 Plan :Additional insurance is available through the Section 125 plan and may be purchased from arepresentative during open enrollment or by appointment when they are on-site.  AFLAC Heart & Stroke Insurance  Cancer Insurance  Accident Insurance  Universal Life Insurance  Short Term Disability Insurance  LEGALSHEILD    CALPERS RETIREMENT INFORMATION:     CalPERS:  CLASSIC MEMBERS: 2% at 55 PEPRA MEMBERS: 2% at 62   Extra-Hire's will be enrolled into Public Agency Retirement System (PARS) unless you are already a member of CalPERS.  ???????   SAFETY CalPERS: for Correctional Officer, Correctional Corporal, Correctional Sergeant and Deputy Probation Officer I/II/III. CLASSIC MEMBERS: 3% at 50 PEPRA MEMBERS: 2.7% at 57   Additional Retirement Plan:   The County offers a 457(b) Government plan. Employees can contribute to this deferred compensation plan ( Pre-Tax ).The County currently utilizes VALIC.   Participating employees will receive a County paid match of up to $50 a month.   Closing Date/Time: Continuous
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            Introduction  This Department Promotional recruitment is being conducted to fill one Senior Legal Technician opportunity in the San Joaquin County District Attorney's Office and to establish an eligible list which may be used to fill future vacancies.     To qualify, you must be currently employed by the San Joaquin County District Attorney's Office, and meet all promotional eligibility requirements.     Resumes will not be accepted in lieu of an application. A completed application must be postmarked or received online by the final filing deadline.      NOTE: All correspondences relating to this recruitment will be delivered via e-mail. The e-mail account used will be the one provided on your employment application during time of submittal. Please be sure to check your e-mail often for updates. If you do not have an e-mail account.    TYPICAL DUTIES     Plans, assigns, coordinates, and supervises the activities of a group of subordinates performing legal typing, clerical and general office work.          Assesses workloads and establishes priorities; monitors the flow and quality of work; assures timely completion of the work; participates in the selection process of subordinate employees.          Orients employees to office procedures; trains employees regarding specific tasks and work processes; answers questions from subordinates; interprets rules and regulations; evaluates employee performance.          Processes a variety of legal documents; examines documents for conformance with Superior Court, as well as District Court of Appeal and California Supreme Court procedures; prepares and maintains case files.          Gathers and compiles a variety of information for records and reports; maintains caseload statistics by type and disposition; codes, posts and summarizes court actions, enters data on computer terminal. Maintains information for statistical reports.          Maintains case calendar books; maintains case files and related filing systems.          Provides information to other agencies, attorneys, and the general public regarding general criminal court procedures.         MINIMUM QUALIFICATIONS    PLEASE NOTE: This is a departmental promotion. Qualified applicants must currently be employed with the San Joaquin County District Attorney's Office and meet the promotional eligibility requirements as stated in Civil Service Rule 10, Section 3-Eligiblity for Promotional Examinations.       Experience :  Six years of responsible office clerical work requiring typing, including four years in a law office with responsibility for typing briefs and a wide range of standard legal documents at a level comparable to or higher than Legal Technician I in San Joaquin County.       Substitution :  One year of business training in an approved school or training program may be substituted for six months of the general clerical experience.      Certificates :  1) Possession of a valid typing/keyboarding or other acceptable certification of ability to input data at the rate of 50 words per minute, if required by the nature of the assignment; and/or 2) Possession of an acceptable proficiency certificate in one or more computer software programs, if required by the nature of the assignment.       Special Requirement :  Most positions require the ability to use computers and/or word processing equipment. If required by the nature of the position, demonstrated general or software-specific computer proficiency may be required prior to appointment.   KNOWLEDGE  Principles and practices of supervision and training; legal terminology and procedures; legal forms and documents; general office practices and procedures; language mechanics, including grammar, spelling and vocabulary; filing systems; basic mathematics; public relations procedures.   ABILITY  Assign, train and supervise others; transcribe legal material from dictation machines; read and interpret legal documents, rules and procedures; follow oral and written instructions; communicate effectively orally and in writing; establish and maintain effective working relationships; operate word processors and do basic computer terminal entry.   PHYSICAL/MENTAL REQUIREMENTS    Mobility  -Frequent operation of a data entry device, repetitive motion, sitting for long periods, walking; occasional standing, pushing, pulling, bending, squatting, climbing;   Lifting  -Frequently 5 pounds or less; occasionally 5 to 30 pounds;   Visual  -Constant good overall vision and reading/close-up work; frequent color perception and use of eye/hand coordination; occasional use of depth perception and peripheral vision;   Hearing/Talking  -Frequent hearing of normal speech, hearing/talking on the telephone, talking in person;   Emotional/Psychological  -Frequent decision making, concentration, and public contact;   Special Requirements  -Some assignments may require working weekends, nights, and/or occasional overtime;   Environmental  -Occasional exposure to varied weather conditions.  Equal Opportunity Employer  San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to  Equal Employment Opportunity Division (sjgov.org) .    Accommodations for those covered by the Americans with Disabilities Act (ADA):    San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  BENEFITS  Employees hired into this classification are members of a bargaining unit which is represented bySEIU Local 1021 .      Health Insurance :    San Joaquin County provides employees with a choice of three health plans: a Kaiser Plan, a Select Plan, and a Premier Plan. Employees pay a portion of the cost of the premium. Dependent coverage is also available.      Dental Insurance :   The County provides employees with a choice of two dental plans: Delta Dental and United Health Care-Select Managed Care Direct Compensation Plan. There is no cost for employee only coverage in either plan; dependent coverage is available at the employee’s expense.      Vision Insurance :    The County provides vision coverage through Vision Service Plan (VSP). There is no cost for employee only coverage; dependent coverage is available at the employee’s expense.     For more detailed information on the County’s benefits program, visit our website at  www.sjgov.org  under Human Resources/Employee Benefits.       Life Insurance :   The County provides eligible employees with life insurance coverage as follows:      1 but less than 3 years of continuous service:  $1,000  3 but less than 5 years of continuous service:  $3,000  5 but less than 10 years of continuous service:  $5,000  10 years of continuous service or more:   $10,000      Employee may purchase additional term life insurance at the group rate.      125 Flexible Benefits Plan :   This is a voluntary program that allows employees to use pre-tax dollars to pay for health-related expenses that are not paid by a medical, dental or vision plan (Health Flexible Spending Account $2550 annual limit with a $500 carry over); and dependent care costs (Dependent Care Assistance Plan $5000 annual limit).      Retirement Plan   : Employees of the County are covered by the County Retirement Law of 1937. Please visit the San Joaquin County Employees’ Retirement Association (SJCERA) at  www.sjcera.org  for more information. NOTE: If you are receiving a retirement allowance from another California county covered by the County Employees’ Retirement Act of 1937 or from any governmental agency covered by the California Public Employees’ Retirement System (PERS), you are advised to contact the Retirement Officer of the Retirement Plan from which you retired to determine what effect employment in San Joaquin County would have on your retirement allowance.      Deferred Compensation   :The County maintains a deferred compensation plan under Section 457 of the IRS code. You may annually contribute $18,000 or 100% of your includible compensation, whichever is less. Individuals age 50 or older may contribute to their plan, up to $24,000.The Roth IRA (after tax) is also now available.      Vacation   : Maximum earned vacation is 10 days each year up to 3 years; 15 days after 3 years; 20 days after 10 years; and 23 days after 20 years.      Holidays   :  Effective July 1, 2017, all civil service status employees earn 14 paid holidays each year. Please see the appopriate MOU for details regarding holidays, accruals,use, and cashability of accrued time.      Sick Leave   : 12 working days of sick leave annually with unlimited accumulation. Sick leave incentive : An employee is eligible to receive eight hours administrative leave if the leave balance equals at least one- half of the cumulative amount that the employee is eligible to accrue. The employee must also be on payroll during the entire calendar year.      Bereavement Leave   : 3 days of paid leave for the death of qualifying family member, 2 additional days of accrued leave for death of employee’s spouse, domestic partner, parent or child.      Merit Salary Increase   : New employees will receive the starting salary, which is the first step of the salary range. After employees serve 52 weeks (2080 hours) on each step of the range, they are eligible for a merit increase to the next step.      Job Sharing   : Employees may agree to job-share a position, subject to approval by a Department Head and the Director of Human Resources.      Educational Reimbursement Program   : Eligible employees may be reimbursed for career-related course work up to a maximum of $850 per fiscal year. Eligible employees enrolled in an approved four (4) year College or University academic program may be reimbursed up to $800 per semester for a maximum of $1600 per fiscal year.      Parking Supplemental Downtown Stockton:    The County contributes up to $20 per pay period for employees who pay for parking and are assigned to work in the Downtown Core Area.      School Activities   : Employees may take up to 40 hours per year, but not more than eight (8) hours per month, to participate in their children’s school activities.   Selection Procedures    Civil Service Rule 10 - Section 3 - Eligibility for Promotional Examinations      To compete in a promotional examination, an employee must:     A. Meet the minimum qualifications of the class on or before the final filing date for filing applications.     B. Meet one of the following qualifying service requirements:     1. Have permanent status in the Classified Service.     2. Probationary, part-time, or temporary employees who have worked a minimum of 1040 hours in the previous 12 months or previous calendar year.     3. Exempt employees who have worked a minimum of 2,080 continuous and consecutive hours.     C. Have a rating of satisfactory or better on the last performance evaluation.     D. If a person whose name is on a promotional list is separated (except for layoff) the name shall be removed from the promotional list of the action.      Employeeswho meet the minimum qualifications will go through one of the following examination process:        Written Exam   : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.       Oral Exam   : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Written & Oral Exam:    If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.       Rate-out:    A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.        Note:   The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.      Testing Accommodation:    Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.       Eligible Lists:    Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a longer period which shall not exceed a total of three years for the date esblished.      Certification/Referral:   Names from the eligible list will be referred to the hiring department by the following methods.        Rule of Five:    The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.        Physical Exam:   Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.      Employment of Relatives:   Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;     • They are related to the Appointing Authority or     • The employment would result in one of them supervising the work of the other.     Department Head may establish additional limitations on the hiring of relatives by departmental rule.   HOW TO APPLY  Applicants who meet the minimum qualifications will go through the following examination process:      Written Exam : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Oral Exam : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Written & Oral Exam : If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.        Rate-out : A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.      Note: The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.    OnlineWritten Exams : Written exams may be administered online. Candidates will be notified of the examination date and will be responsible to complete the written exam within a given period of time (typically within five calendar days). Candidates are required to read the Online Exam Guide for Test Takers prior to taking an online written exam.  The link to the guide is here: Online Exam Guide For Test Takers   PLEASE NOTE:     Online exams must be completed in one sitting and can only be taken once       Candidates will have access to an online exam within the allotted time only       A steady internet connection is highly recommended       The allotted time will still continue if a candidate closes the window or gets disconnected       Once the allotted time expires, access to the exam will be unavailable       Microsoft is no longer supporting Internet Explorer . Therefore, it is recommended that candidates do not use Internet Explorer to complete online written exams.   Candidates that do not have access to a computer can contact the Human Resources office at (209)468-3370 for information on accommodations.   Testing Accommodation : Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.    Veteran’s Points : Eligible veterans, unmarried widows and widowers of veterans of the United States Armed Forces who have been honorably discharged and who have served during wartime shall be given veteran’s points in initial appointment to County service. Eligible veterans receive 5 points and eligible disabled veterans receive 10 points. Disabled veterans must submit a recent award letter stating a 10% service connected disability issued by the United States Veterans Administration.Note: A copy of your DD214 showing the discharge type must be received in the Human Resources by the date of the examination.   Acceptable wartime service dates:     September 16, 1940 to December 31, 1946     June 27, 1950 to January 31, 1955     August 5, 1964 to May 7, 1975     Persian Gulf War, August 2, 1990, through a date to be set by law or Presidential Proclamation.        Eligible Lists : Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a period which shall not exceed a total of three years from the date established.    Certification/Referral :Names from the eligible list will be referred to the hiring department by the following methods.      Rule of the Rank :The top rank orranks of eligibles will be referred for hiring interviews. The minimum number of names to be referred will be equal to the number of positions plus nine, or 10% of the eligible list, whichever is higher. When fillingnine or more positions in a department at the same time, the top rank or ranks will be referred and the minimum number of names shall be two times the number of positions to be filled or 10% of the eligible list, whichever is higher. This applies only to open competitive recruitments.        Rule of Five : The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.      Physical Exam :Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.    Pre-Employment Drug Screening Exam : Some classifications require a new employee successfully pass a pre-employment drug screen as a condition of employment. Final appointment cannot be made until the eligible has passed the drug screen. The County pays for the initial drug screen.    Employment of Relatives :Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;     They are related to the Appointing Authority or     The employment would result in one of them supervising the work of the other.       Department Head may establish additional limitations on the hiring of relatives by departmental rule.    Proof of Eligibility :If you are offered a job you will be required to provide proof of U.S. citizenship or other documents that establish your eligibility to be employed in the U.S.      Click on a link below to apply for this position:   Fill out the Supplemental Questionnaire and Application NOW using the Internet.  Apply Online  View and print the Supplemental Questionnaire.  This recruitment requires completion of a supplemental questionnaire. You may view and print the  supplemental questionnaire here .  View and print the official application form as an Acrobat pdf file.      A San Joaquin County application form is required for this recruitment. You may print this Acrobat PDF document and then fill it in. Contact us via conventional means. You may contact us by phone at (209) 468-3370, or by  email , or apply for a job in person at the San Joaquin County Human Resources Division.  Closing Date/Time: 4/17/2024 11:59:00 PM
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        Introduction  This Department Promotional recruitment is being conducted to fill one Senior Legal Technician opportunity in the San Joaquin County District Attorney's Office and to establish an eligible list which may be used to fill future vacancies.     To qualify, you must be currently employed by the San Joaquin County District Attorney's Office, and meet all promotional eligibility requirements.     Resumes will not be accepted in lieu of an application. A completed application must be postmarked or received online by the final filing deadline.      NOTE: All correspondences relating to this recruitment will be delivered via e-mail. The e-mail account used will be the one provided on your employment application during time of submittal. Please be sure to check your e-mail often for updates. If you do not have an e-mail account.    TYPICAL DUTIES     Plans, assigns, coordinates, and supervises the activities of a group of subordinates performing legal typing, clerical and general office work.          Assesses workloads and establishes priorities; monitors the flow and quality of work; assures timely completion of the work; participates in the selection process of subordinate employees.          Orients employees to office procedures; trains employees regarding specific tasks and work processes; answers questions from subordinates; interprets rules and regulations; evaluates employee performance.          Processes a variety of legal documents; examines documents for conformance with Superior Court, as well as District Court of Appeal and California Supreme Court procedures; prepares and maintains case files.          Gathers and compiles a variety of information for records and reports; maintains caseload statistics by type and disposition; codes, posts and summarizes court actions, enters data on computer terminal. Maintains information for statistical reports.          Maintains case calendar books; maintains case files and related filing systems.          Provides information to other agencies, attorneys, and the general public regarding general criminal court procedures.         MINIMUM QUALIFICATIONS    PLEASE NOTE: This is a departmental promotion. Qualified applicants must currently be employed with the San Joaquin County District Attorney's Office and meet the promotional eligibility requirements as stated in Civil Service Rule 10, Section 3-Eligiblity for Promotional Examinations.       Experience :  Six years of responsible office clerical work requiring typing, including four years in a law office with responsibility for typing briefs and a wide range of standard legal documents at a level comparable to or higher than Legal Technician I in San Joaquin County.       Substitution :  One year of business training in an approved school or training program may be substituted for six months of the general clerical experience.      Certificates :  1) Possession of a valid typing/keyboarding or other acceptable certification of ability to input data at the rate of 50 words per minute, if required by the nature of the assignment; and/or 2) Possession of an acceptable proficiency certificate in one or more computer software programs, if required by the nature of the assignment.       Special Requirement :  Most positions require the ability to use computers and/or word processing equipment. If required by the nature of the position, demonstrated general or software-specific computer proficiency may be required prior to appointment.   KNOWLEDGE  Principles and practices of supervision and training; legal terminology and procedures; legal forms and documents; general office practices and procedures; language mechanics, including grammar, spelling and vocabulary; filing systems; basic mathematics; public relations procedures.   ABILITY  Assign, train and supervise others; transcribe legal material from dictation machines; read and interpret legal documents, rules and procedures; follow oral and written instructions; communicate effectively orally and in writing; establish and maintain effective working relationships; operate word processors and do basic computer terminal entry.   PHYSICAL/MENTAL REQUIREMENTS    Mobility  -Frequent operation of a data entry device, repetitive motion, sitting for long periods, walking; occasional standing, pushing, pulling, bending, squatting, climbing;   Lifting  -Frequently 5 pounds or less; occasionally 5 to 30 pounds;   Visual  -Constant good overall vision and reading/close-up work; frequent color perception and use of eye/hand coordination; occasional use of depth perception and peripheral vision;   Hearing/Talking  -Frequent hearing of normal speech, hearing/talking on the telephone, talking in person;   Emotional/Psychological  -Frequent decision making, concentration, and public contact;   Special Requirements  -Some assignments may require working weekends, nights, and/or occasional overtime;   Environmental  -Occasional exposure to varied weather conditions.  Equal Opportunity Employer  San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to  Equal Employment Opportunity Division (sjgov.org) .    Accommodations for those covered by the Americans with Disabilities Act (ADA):    San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  BENEFITS  Employees hired into this classification are members of a bargaining unit which is represented bySEIU Local 1021 .      Health Insurance :    San Joaquin County provides employees with a choice of three health plans: a Kaiser Plan, a Select Plan, and a Premier Plan. Employees pay a portion of the cost of the premium. Dependent coverage is also available.      Dental Insurance :   The County provides employees with a choice of two dental plans: Delta Dental and United Health Care-Select Managed Care Direct Compensation Plan. There is no cost for employee only coverage in either plan; dependent coverage is available at the employee’s expense.      Vision Insurance :    The County provides vision coverage through Vision Service Plan (VSP). There is no cost for employee only coverage; dependent coverage is available at the employee’s expense.     For more detailed information on the County’s benefits program, visit our website at  www.sjgov.org  under Human Resources/Employee Benefits.       Life Insurance :   The County provides eligible employees with life insurance coverage as follows:      1 but less than 3 years of continuous service:  $1,000  3 but less than 5 years of continuous service:  $3,000  5 but less than 10 years of continuous service:  $5,000  10 years of continuous service or more:   $10,000      Employee may purchase additional term life insurance at the group rate.      125 Flexible Benefits Plan :   This is a voluntary program that allows employees to use pre-tax dollars to pay for health-related expenses that are not paid by a medical, dental or vision plan (Health Flexible Spending Account $2550 annual limit with a $500 carry over); and dependent care costs (Dependent Care Assistance Plan $5000 annual limit).      Retirement Plan   : Employees of the County are covered by the County Retirement Law of 1937. Please visit the San Joaquin County Employees’ Retirement Association (SJCERA) at  www.sjcera.org  for more information. NOTE: If you are receiving a retirement allowance from another California county covered by the County Employees’ Retirement Act of 1937 or from any governmental agency covered by the California Public Employees’ Retirement System (PERS), you are advised to contact the Retirement Officer of the Retirement Plan from which you retired to determine what effect employment in San Joaquin County would have on your retirement allowance.      Deferred Compensation   :The County maintains a deferred compensation plan under Section 457 of the IRS code. You may annually contribute $18,000 or 100% of your includible compensation, whichever is less. Individuals age 50 or older may contribute to their plan, up to $24,000.The Roth IRA (after tax) is also now available.      Vacation   : Maximum earned vacation is 10 days each year up to 3 years; 15 days after 3 years; 20 days after 10 years; and 23 days after 20 years.      Holidays   :  Effective July 1, 2017, all civil service status employees earn 14 paid holidays each year. Please see the appopriate MOU for details regarding holidays, accruals,use, and cashability of accrued time.      Sick Leave   : 12 working days of sick leave annually with unlimited accumulation. Sick leave incentive : An employee is eligible to receive eight hours administrative leave if the leave balance equals at least one- half of the cumulative amount that the employee is eligible to accrue. The employee must also be on payroll during the entire calendar year.      Bereavement Leave   : 3 days of paid leave for the death of qualifying family member, 2 additional days of accrued leave for death of employee’s spouse, domestic partner, parent or child.      Merit Salary Increase   : New employees will receive the starting salary, which is the first step of the salary range. After employees serve 52 weeks (2080 hours) on each step of the range, they are eligible for a merit increase to the next step.      Job Sharing   : Employees may agree to job-share a position, subject to approval by a Department Head and the Director of Human Resources.      Educational Reimbursement Program   : Eligible employees may be reimbursed for career-related course work up to a maximum of $850 per fiscal year. Eligible employees enrolled in an approved four (4) year College or University academic program may be reimbursed up to $800 per semester for a maximum of $1600 per fiscal year.      Parking Supplemental Downtown Stockton:    The County contributes up to $20 per pay period for employees who pay for parking and are assigned to work in the Downtown Core Area.      School Activities   : Employees may take up to 40 hours per year, but not more than eight (8) hours per month, to participate in their children’s school activities.   Selection Procedures    Civil Service Rule 10 - Section 3 - Eligibility for Promotional Examinations      To compete in a promotional examination, an employee must:     A. Meet the minimum qualifications of the class on or before the final filing date for filing applications.     B. Meet one of the following qualifying service requirements:     1. Have permanent status in the Classified Service.     2. Probationary, part-time, or temporary employees who have worked a minimum of 1040 hours in the previous 12 months or previous calendar year.     3. Exempt employees who have worked a minimum of 2,080 continuous and consecutive hours.     C. Have a rating of satisfactory or better on the last performance evaluation.     D. If a person whose name is on a promotional list is separated (except for layoff) the name shall be removed from the promotional list of the action.      Employeeswho meet the minimum qualifications will go through one of the following examination process:        Written Exam   : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.       Oral Exam   : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Written & Oral Exam:    If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.       Rate-out:    A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.        Note:   The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.      Testing Accommodation:    Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.       Eligible Lists:    Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a longer period which shall not exceed a total of three years for the date esblished.      Certification/Referral:   Names from the eligible list will be referred to the hiring department by the following methods.        Rule of Five:    The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.        Physical Exam:   Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.      Employment of Relatives:   Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;     • They are related to the Appointing Authority or     • The employment would result in one of them supervising the work of the other.     Department Head may establish additional limitations on the hiring of relatives by departmental rule.   HOW TO APPLY  Applicants who meet the minimum qualifications will go through the following examination process:      Written Exam : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Oral Exam : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Written & Oral Exam : If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.        Rate-out : A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.      Note: The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.    OnlineWritten Exams : Written exams may be administered online. Candidates will be notified of the examination date and will be responsible to complete the written exam within a given period of time (typically within five calendar days). Candidates are required to read the Online Exam Guide for Test Takers prior to taking an online written exam.  The link to the guide is here: Online Exam Guide For Test Takers   PLEASE NOTE:     Online exams must be completed in one sitting and can only be taken once       Candidates will have access to an online exam within the allotted time only       A steady internet connection is highly recommended       The allotted time will still continue if a candidate closes the window or gets disconnected       Once the allotted time expires, access to the exam will be unavailable       Microsoft is no longer supporting Internet Explorer . Therefore, it is recommended that candidates do not use Internet Explorer to complete online written exams.   Candidates that do not have access to a computer can contact the Human Resources office at (209)468-3370 for information on accommodations.   Testing Accommodation : Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.    Veteran’s Points : Eligible veterans, unmarried widows and widowers of veterans of the United States Armed Forces who have been honorably discharged and who have served during wartime shall be given veteran’s points in initial appointment to County service. Eligible veterans receive 5 points and eligible disabled veterans receive 10 points. Disabled veterans must submit a recent award letter stating a 10% service connected disability issued by the United States Veterans Administration.Note: A copy of your DD214 showing the discharge type must be received in the Human Resources by the date of the examination.   Acceptable wartime service dates:     September 16, 1940 to December 31, 1946     June 27, 1950 to January 31, 1955     August 5, 1964 to May 7, 1975     Persian Gulf War, August 2, 1990, through a date to be set by law or Presidential Proclamation.        Eligible Lists : Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a period which shall not exceed a total of three years from the date established.    Certification/Referral :Names from the eligible list will be referred to the hiring department by the following methods.      Rule of the Rank :The top rank orranks of eligibles will be referred for hiring interviews. The minimum number of names to be referred will be equal to the number of positions plus nine, or 10% of the eligible list, whichever is higher. When fillingnine or more positions in a department at the same time, the top rank or ranks will be referred and the minimum number of names shall be two times the number of positions to be filled or 10% of the eligible list, whichever is higher. This applies only to open competitive recruitments.        Rule of Five : The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.      Physical Exam :Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.    Pre-Employment Drug Screening Exam : Some classifications require a new employee successfully pass a pre-employment drug screen as a condition of employment. Final appointment cannot be made until the eligible has passed the drug screen. The County pays for the initial drug screen.    Employment of Relatives :Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;     They are related to the Appointing Authority or     The employment would result in one of them supervising the work of the other.       Department Head may establish additional limitations on the hiring of relatives by departmental rule.    Proof of Eligibility :If you are offered a job you will be required to provide proof of U.S. citizenship or other documents that establish your eligibility to be employed in the U.S.      Click on a link below to apply for this position:   Fill out the Supplemental Questionnaire and Application NOW using the Internet.  Apply Online  View and print the Supplemental Questionnaire.  This recruitment requires completion of a supplemental questionnaire. You may view and print the  supplemental questionnaire here .  View and print the official application form as an Acrobat pdf file.      A San Joaquin County application form is required for this recruitment. You may print this Acrobat PDF document and then fill it in. Contact us via conventional means. You may contact us by phone at (209) 468-3370, or by  email , or apply for a job in person at the San Joaquin County Human Resources Division.  Closing Date/Time: 4/17/2024 11:59:00 PM
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            Job Posting Title Administrative Technician III  Agency 340 OKLAHOMA STATE DEPARTMENT OF HEALTH  Supervisory Organization 340 District 4  Job Posting End Date (Continuous if Blank)   Note: Applications will be accepted until 11:59 PM on the day prior to the posting end date above.  Estimated Appointment End Date (Continuous if Blank)  Full/Part-Time Full time  Job Type Regular  Compensation The compensation for this position is up to $38,072.00 based on education and experience.  Job Description  Administrative Technician III  Location: Wagoner & Coweta Counties  Salary: Up to $38,072.00 based on education and experience.  Full Time /Part Time: Full Time  Work Schedule: Monday-Friday  Primary Hours: 8:00 am - 5:00 pm  Why you’ll love it here!  RESPECT. COLLABORATION. SERVICE. The Oklahoma State Department of Health (OSDH) is committed to leading Oklahoma to prosperity through health. Our mission is to protect and promote health, prevent disease and injury, and cultivate conditions by which Oklahomans can thrive. Check out why we are passionate about public health and believe it is the career for you!!! What is Public Health?   Oh yeah, did we mention perks? We know that benefits matter and that is why we offer a competitive benefits package for all eligible employees.   Generous state paid benefit allowance to help cover insurance premiums.  A wide choice of insurance plans with no pre-existing condition exclusions or limitations.  Flexible spending accounts for health care expenses and/or dependent care.   Retirement Savings Plan with a generous match.  15 days of vacation and 15 days of sick leave the first year for full time employees.  11 paid holidays a year.  Student Loan repayment options & tuition reimbursement.  Employee discounts with a variety of companies and venders.  Longevity Bonus for years of service    Position Description: This position will independently perform technical duties and provide support to professional and technical staff to the County Health Department programs and staff. Positions in this job family are assigned duties and responsibilities involving document production and management through a variety of manual or technological processes. This may include preparing correspondence, reports, or other documents, maintaining various filing systems, including computer records of various activities, reviewing and processing applications for permits or licenses, assisting agency customers with inquiries or problems concerning an assigned program area, processing various types of claims, requisitions, purchase orders and invoices for payment, and similar duties.  Duties:   Maintains a variety of records such as perpetual inventories of supplies and materials, and statements of expenditures; reconciles departmental records with central records; prepares correspondence, forms and reports.  Initiates and handles correspondence relating to a special field or program in regards to agency or program rules, policies, procedures, or requirements.  Performs a variety of sorting and filing tasks; answers the phone, takes messages, and disseminates information; opens, sorts, distributes, collects, and delivers mail; performs a number of tasks such as posting and recording data.  Produces documents of various levels of complexity, ranging from plain copy typing to the manipulation of data to create complex presentations.  Enters and retrieves information using personal computer or other data processing equipment, and receives and reviews coded and uncoded source documents; proofs previously entered data and makes routine corrections.  Examines, checks, and verifies reports and other documents for completeness, appropriateness, adequacy, and conformity to established requirements, and follows up on discrepancies.  Maintains an inventory of equipment and supplies used in office or shop operations; receives or delivers materials and equipment.  Reviews and processes claims from vendors, contractors, medical providers and others for reimbursement or payment under various state programs.  Assists customers in securing needed information and documents; conducts interviews to obtain information from clients; or other assistance to clients as required.  Travel is required, this position is assigned to work in two locations, Wagoner and Coweta.     Other Duties:   Demonstrates knowledge of and supports mission, vision, value statements, standards, policies and procedures, operating instructions, confidentiality standards, and the code of ethical behavior.  Works effectively in a team environment, participating and assisting their peers.    Minimum Qualifications:   Education and Experience requirements at this level consist of two years of clerical office experience; or an equivalent combination of education and experience.   Valued Knowledge, Skills and Abilities:   Knowledge, Skills, and Abilities required at this level include knowledge of office methods and procedures; of grammar, punctuation and spelling; of mathematics; of preparing and interpreting charts and graphs; of basic bookkeeping procedures; of inventory techniques; of telephone procedures; of standard business communications; and of current office technologies. Skill is required to operate office machines including computers. Ability is required to follow oral and written instructions; to establish and maintain effective working relationships with others; to establish and maintain filing systems; and to prepare documents, reports, and files for dissemination to external sources.   Physical Demands and Work Environment:  Work is typically performed in an office setting with a climate controlled settings and exposure to moderate noise level. While performing the duties of the job, employee is required to talk, stand, walk, and reach with hands and arms. This position requires long period of sitting and daily use of computer and phone.  Telework:  This position is not eligible for Telework and is subject to OSDH policy and supervisor’s discretion.  Application Requirements:   If education, certification or licensure is required to meet qualifications, applicants must provide documentation at the time of application.  All applicants are subject to a background check and must be legally authorized to work in the United States without visa sponsorship.    Equal Opportunity Employment  The State of Oklahoma is an equal opportunity employer and does not discriminate on the basis of genetic information, race, religion, color, sex, age, national origin, or disability.  Current State of Oklahoma employees must apply for open positions through their Workday account. Go to Careers app on WD home screen>Click on 'Find Jobs-Internal State of Oklahoma'.
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        Job Posting Title Administrative Technician III  Agency 340 OKLAHOMA STATE DEPARTMENT OF HEALTH  Supervisory Organization 340 District 4  Job Posting End Date (Continuous if Blank)   Note: Applications will be accepted until 11:59 PM on the day prior to the posting end date above.  Estimated Appointment End Date (Continuous if Blank)  Full/Part-Time Full time  Job Type Regular  Compensation The compensation for this position is up to $38,072.00 based on education and experience.  Job Description  Administrative Technician III  Location: Wagoner & Coweta Counties  Salary: Up to $38,072.00 based on education and experience.  Full Time /Part Time: Full Time  Work Schedule: Monday-Friday  Primary Hours: 8:00 am - 5:00 pm  Why you’ll love it here!  RESPECT. COLLABORATION. SERVICE. The Oklahoma State Department of Health (OSDH) is committed to leading Oklahoma to prosperity through health. Our mission is to protect and promote health, prevent disease and injury, and cultivate conditions by which Oklahomans can thrive. Check out why we are passionate about public health and believe it is the career for you!!! What is Public Health?   Oh yeah, did we mention perks? We know that benefits matter and that is why we offer a competitive benefits package for all eligible employees.   Generous state paid benefit allowance to help cover insurance premiums.  A wide choice of insurance plans with no pre-existing condition exclusions or limitations.  Flexible spending accounts for health care expenses and/or dependent care.   Retirement Savings Plan with a generous match.  15 days of vacation and 15 days of sick leave the first year for full time employees.  11 paid holidays a year.  Student Loan repayment options & tuition reimbursement.  Employee discounts with a variety of companies and venders.  Longevity Bonus for years of service    Position Description: This position will independently perform technical duties and provide support to professional and technical staff to the County Health Department programs and staff. Positions in this job family are assigned duties and responsibilities involving document production and management through a variety of manual or technological processes. This may include preparing correspondence, reports, or other documents, maintaining various filing systems, including computer records of various activities, reviewing and processing applications for permits or licenses, assisting agency customers with inquiries or problems concerning an assigned program area, processing various types of claims, requisitions, purchase orders and invoices for payment, and similar duties.  Duties:   Maintains a variety of records such as perpetual inventories of supplies and materials, and statements of expenditures; reconciles departmental records with central records; prepares correspondence, forms and reports.  Initiates and handles correspondence relating to a special field or program in regards to agency or program rules, policies, procedures, or requirements.  Performs a variety of sorting and filing tasks; answers the phone, takes messages, and disseminates information; opens, sorts, distributes, collects, and delivers mail; performs a number of tasks such as posting and recording data.  Produces documents of various levels of complexity, ranging from plain copy typing to the manipulation of data to create complex presentations.  Enters and retrieves information using personal computer or other data processing equipment, and receives and reviews coded and uncoded source documents; proofs previously entered data and makes routine corrections.  Examines, checks, and verifies reports and other documents for completeness, appropriateness, adequacy, and conformity to established requirements, and follows up on discrepancies.  Maintains an inventory of equipment and supplies used in office or shop operations; receives or delivers materials and equipment.  Reviews and processes claims from vendors, contractors, medical providers and others for reimbursement or payment under various state programs.  Assists customers in securing needed information and documents; conducts interviews to obtain information from clients; or other assistance to clients as required.  Travel is required, this position is assigned to work in two locations, Wagoner and Coweta.     Other Duties:   Demonstrates knowledge of and supports mission, vision, value statements, standards, policies and procedures, operating instructions, confidentiality standards, and the code of ethical behavior.  Works effectively in a team environment, participating and assisting their peers.    Minimum Qualifications:   Education and Experience requirements at this level consist of two years of clerical office experience; or an equivalent combination of education and experience.   Valued Knowledge, Skills and Abilities:   Knowledge, Skills, and Abilities required at this level include knowledge of office methods and procedures; of grammar, punctuation and spelling; of mathematics; of preparing and interpreting charts and graphs; of basic bookkeeping procedures; of inventory techniques; of telephone procedures; of standard business communications; and of current office technologies. Skill is required to operate office machines including computers. Ability is required to follow oral and written instructions; to establish and maintain effective working relationships with others; to establish and maintain filing systems; and to prepare documents, reports, and files for dissemination to external sources.   Physical Demands and Work Environment:  Work is typically performed in an office setting with a climate controlled settings and exposure to moderate noise level. While performing the duties of the job, employee is required to talk, stand, walk, and reach with hands and arms. This position requires long period of sitting and daily use of computer and phone.  Telework:  This position is not eligible for Telework and is subject to OSDH policy and supervisor’s discretion.  Application Requirements:   If education, certification or licensure is required to meet qualifications, applicants must provide documentation at the time of application.  All applicants are subject to a background check and must be legally authorized to work in the United States without visa sponsorship.    Equal Opportunity Employment  The State of Oklahoma is an equal opportunity employer and does not discriminate on the basis of genetic information, race, religion, color, sex, age, national origin, or disability.  Current State of Oklahoma employees must apply for open positions through their Workday account. Go to Careers app on WD home screen>Click on 'Find Jobs-Internal State of Oklahoma'.
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            The Job  The Workforce Development Department is seeking a  Business Services Technician * who will work directly with the Business Services Unit. The Business Services Technician will assist with program administration, process documents, collect and record data, and support staff at workshops and job fairs.   *Official Title: Public Service Employee   Public Service Employees (PSEs) are recurrent, non-regular, limited positions. Candidates are at-will throughout the term of their employment and will not retain regular status.     ABOUT THE DEPARTMENT    The San Bernardino County Workforce Development Department (WDD) operates programs under the guidance of the Workforce Development Board, funded by the Department of Labor’s Workforce Innovation and Opportunity Act (WIOA). The America’s Job Centers of California (AJCCs) are strategically located in the East Valley, West Valley and High Desert Regions of the County. WDD implements comprehensive strategies to meet the needs of local businesses for a skilled workforce, while creating opportunities for workers to prepare for and enter into well paid careers. To learn more, visit https://workforce.sbcounty.gov/    CONDITIONS OF EMPLOYMENT     Pre-Employment Process:  Prior to appointment, applicants must undergo a background investigation, which includes fingerprinting and a medical exam.   Travel:  Travel throughout the County may be required; a valid California Class C driver license is required at time of appointment and must be maintained throughout employment. Employees in this class may be required to use personal vehicles and show proof of automobile liability insurance. Mileage reimbursement is available.    Position Type:  Public Service Employees (PSEs) are recurrent, non-regular, limited positions. Candidates are at-will throughout the term of their employment and will not retain regular status.   Sponsorship:  San Bernardino County is unable to consider to candidates who require Visa Sponsorship at this time or in the future. Candidates must be able to present their legal right to work in the United States at the time of employment.  Minimum Requirements  Candidates must meet  ONE (1) Education AND ONE (1) Experience option  to qualify.     EDUCATION:    OPTION 1:    Fifteen (15) semester or twenty-three (23) quarter units of completed coursework from an accredited college in human/behavioral/social science, public/business administration, education or a closely related field. A list of coursework must be submitted with the application if a degree (as listed above) has not been conferred.    OPTION 2:    Certificate of Completion from the SBC Career PathBuilder Program. Certification of Completion must be attached to application.     -- AND --     EXPERIENCE:    OPTION 1:    Two (2) years of full time equivalent work experience performing clerical functions in an office environment. Duties must include a variety of office tasks including public contact, computer usage, typing, filing, answering phones, and data entry.    OPTION 2:   One (1) year of full time experience determining eligibility for a government or organizational program; interpreting , applying , and explaining policies, regulations, or procedures to the public; interviewing and gathering financial, family, or personal information from the public over the phone or in-person.    SUBSTITUTIONS     EDUCATION SUBSTITUTION    One (1) additional year of experience may substitute for required education.     EXPERIENCE SUBSTITUTION    A completed Bachelor's Degree from accredited college in human/behavioral/social science, public/business administration, education or a closely related field may substitute for the required experience.  Desired Qualifications  The ideal candidate will be customer service focused, keen communication abilities, and attention to detail. In addition, the candidate will be flexible in the work environment with experience in a client-based employment program such as Workforce Innovation and Opportunity Act (WIOA), Workforce Investment Act (WIA), and CalWORKS Employment Services, Regional Occupation Program (ROP), or related federally funded workforce program.  Selection Process  There will be an evaluation based on a review of the application and supplemental questionnaire; qualified candidates will be referred directly to the department. It is to your advantage to be explicit in your responses on the application and supplemental questionnaire.     Application Procedure   :   To be considered for this excellent opportunity, please complete and submit the online employment application and supplemental questionnaire by   5:00 PM on April 26, 2024   .  Resumes will not be accepted or reviewed in lieu of the application and/or supplemental questionnaire.   To ensure timely and successful submission of your online application, please allow ample time to complete and submit your application. Applicants will be automatically logged-out if they have not submitted the application and all required materials prior to the posted deadline. Once your application has been successfully submitted you will receive an onscreen confirmation and an email. We recommend that you save and/or print these for your records. Please note, if you do not receive an onscreen confirmation and an email acknowledging our receipt of your application we have not received your application.    If you require  technical assistance, please click   HERE to review the Government Jobs online application guide , or contact their Toll-Free Applicant Support line at (855) 524-5627. Please note that Human Resources is not responsible for any issues or delays caused by the internet connection, computer or browser used to submit the application.     All communications regarding the remainder of the selection process will be via email .  Please be sure the email provided on this application is always current; it is your responsibility to update your personal information. Update your Spam, Junk, Bulk and Firewall settings as needed to ensure that you receive all information pertaining to this recruitment.    EEO/ADA:  San Bernardino County is an Equal Employment Opportunity (EEO) and Americans with Disabilities Act (ADA) compliant employer, committed to providing equal employment opportunity to all employees and applicants.     ADA Accommodation:  If you have a disability and require accommodations in the testing process, submit the  Special Testing Accommodations Request Form  within one week of a recruitment filing deadline.    Veterans’ Preference:  Eligible veterans and their spouse or widow(er) who are not current County employees may be awarded additional Veterans’ Preference points. Click  here  for information and instructions to request Veteran's Preference points.   Please click HERE for important Applicant Information and the County Employment Process .  This position is an extra help position and is not eligible for benefits through the County of San Bernardino.  Closing Date/Time: 5/3/2024 5:00 PM Pacific
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        The Job  The Workforce Development Department is seeking a  Business Services Technician * who will work directly with the Business Services Unit. The Business Services Technician will assist with program administration, process documents, collect and record data, and support staff at workshops and job fairs.   *Official Title: Public Service Employee   Public Service Employees (PSEs) are recurrent, non-regular, limited positions. Candidates are at-will throughout the term of their employment and will not retain regular status.     ABOUT THE DEPARTMENT    The San Bernardino County Workforce Development Department (WDD) operates programs under the guidance of the Workforce Development Board, funded by the Department of Labor’s Workforce Innovation and Opportunity Act (WIOA). The America’s Job Centers of California (AJCCs) are strategically located in the East Valley, West Valley and High Desert Regions of the County. WDD implements comprehensive strategies to meet the needs of local businesses for a skilled workforce, while creating opportunities for workers to prepare for and enter into well paid careers. To learn more, visit https://workforce.sbcounty.gov/    CONDITIONS OF EMPLOYMENT     Pre-Employment Process:  Prior to appointment, applicants must undergo a background investigation, which includes fingerprinting and a medical exam.   Travel:  Travel throughout the County may be required; a valid California Class C driver license is required at time of appointment and must be maintained throughout employment. Employees in this class may be required to use personal vehicles and show proof of automobile liability insurance. Mileage reimbursement is available.    Position Type:  Public Service Employees (PSEs) are recurrent, non-regular, limited positions. Candidates are at-will throughout the term of their employment and will not retain regular status.   Sponsorship:  San Bernardino County is unable to consider to candidates who require Visa Sponsorship at this time or in the future. Candidates must be able to present their legal right to work in the United States at the time of employment.  Minimum Requirements  Candidates must meet  ONE (1) Education AND ONE (1) Experience option  to qualify.     EDUCATION:    OPTION 1:    Fifteen (15) semester or twenty-three (23) quarter units of completed coursework from an accredited college in human/behavioral/social science, public/business administration, education or a closely related field. A list of coursework must be submitted with the application if a degree (as listed above) has not been conferred.    OPTION 2:    Certificate of Completion from the SBC Career PathBuilder Program. Certification of Completion must be attached to application.     -- AND --     EXPERIENCE:    OPTION 1:    Two (2) years of full time equivalent work experience performing clerical functions in an office environment. Duties must include a variety of office tasks including public contact, computer usage, typing, filing, answering phones, and data entry.    OPTION 2:   One (1) year of full time experience determining eligibility for a government or organizational program; interpreting , applying , and explaining policies, regulations, or procedures to the public; interviewing and gathering financial, family, or personal information from the public over the phone or in-person.    SUBSTITUTIONS     EDUCATION SUBSTITUTION    One (1) additional year of experience may substitute for required education.     EXPERIENCE SUBSTITUTION    A completed Bachelor's Degree from accredited college in human/behavioral/social science, public/business administration, education or a closely related field may substitute for the required experience.  Desired Qualifications  The ideal candidate will be customer service focused, keen communication abilities, and attention to detail. In addition, the candidate will be flexible in the work environment with experience in a client-based employment program such as Workforce Innovation and Opportunity Act (WIOA), Workforce Investment Act (WIA), and CalWORKS Employment Services, Regional Occupation Program (ROP), or related federally funded workforce program.  Selection Process  There will be an evaluation based on a review of the application and supplemental questionnaire; qualified candidates will be referred directly to the department. It is to your advantage to be explicit in your responses on the application and supplemental questionnaire.     Application Procedure   :   To be considered for this excellent opportunity, please complete and submit the online employment application and supplemental questionnaire by   5:00 PM on April 26, 2024   .  Resumes will not be accepted or reviewed in lieu of the application and/or supplemental questionnaire.   To ensure timely and successful submission of your online application, please allow ample time to complete and submit your application. Applicants will be automatically logged-out if they have not submitted the application and all required materials prior to the posted deadline. Once your application has been successfully submitted you will receive an onscreen confirmation and an email. We recommend that you save and/or print these for your records. Please note, if you do not receive an onscreen confirmation and an email acknowledging our receipt of your application we have not received your application.    If you require  technical assistance, please click   HERE to review the Government Jobs online application guide , or contact their Toll-Free Applicant Support line at (855) 524-5627. Please note that Human Resources is not responsible for any issues or delays caused by the internet connection, computer or browser used to submit the application.     All communications regarding the remainder of the selection process will be via email .  Please be sure the email provided on this application is always current; it is your responsibility to update your personal information. Update your Spam, Junk, Bulk and Firewall settings as needed to ensure that you receive all information pertaining to this recruitment.    EEO/ADA:  San Bernardino County is an Equal Employment Opportunity (EEO) and Americans with Disabilities Act (ADA) compliant employer, committed to providing equal employment opportunity to all employees and applicants.     ADA Accommodation:  If you have a disability and require accommodations in the testing process, submit the  Special Testing Accommodations Request Form  within one week of a recruitment filing deadline.    Veterans’ Preference:  Eligible veterans and their spouse or widow(er) who are not current County employees may be awarded additional Veterans’ Preference points. Click  here  for information and instructions to request Veteran's Preference points.   Please click HERE for important Applicant Information and the County Employment Process .  This position is an extra help position and is not eligible for benefits through the County of San Bernardino.  Closing Date/Time: 5/3/2024 5:00 PM Pacific
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            Job Posting Title Administrative Technician III Temporary  Agency 340 OKLAHOMA STATE DEPARTMENT OF HEALTH  Supervisory Organization 340 District 3  Job Posting End Date (Continuous if Blank)   Note: Applications will be accepted until 11:59 PM on the day prior to the posting end date above.  Estimated Appointment End Date (Continuous if Blank)  Full/Part-Time Part time  Job Type Temporary  Compensation  Job Description   Location  : District 3 - Creek County Health Department   Salary: $18.30385 hourly  Full Time /Part Time: Part Time  Work Schedule: Monday-Friday*  Primary Hours: 8:00 am - 5:00 pm*  *Agency Working Hours  Why you’ll love it here!  RESPECT. COLLABORATION. SERVICE. The Oklahoma State Department of Health (OSDH) is committed to leading Oklahoma to prosperity through health. Our mission is to protect and promote health, prevent disease and injury, and cultivate conditions by which Oklahomans can thrive. Check out why were are passionate about public health and believe it is the career for you!!! What is Public Health?   Oh yeah, did we mention perks? We know that benefits matter and that is why we offer a competitive benefits package for all eligible employees.   Generous state paid benefit allowance to help cover insurance premiums.  A wide choice of insurance plans with no pre-existing condition exclusions or limitations.  Flexible spending accounts for health care expenses and/or dependent care.   Retirement Savings Plan with a generous match.  15 days of vacation and 15 days of sick leave the first year for full time employees.  11 paid holidays a year.  Student Loan repayment options & tuition reimbursement.  Employee discounts with a variety of companies and venders.  Longevity Bonus for years of service    Position Description: This position is assigned duties and responsibilities involving document production and management through a variety of manual or technological processes. This may include preparing correspondence, reports or other documents, maintaining various filing systems, including computer records of various activities, reviewing and processing applications for permits or licenses, and assisting clients with inquiries or problems concerning an assigned program area. This is the specialist level where employees will independently perform most complex and technical duties such as preparing documents for audits or special reports.   Duties:   Maintains a variety of records such as perpetual inventories of supplies and materials, and statements of expenditures; reconciles departmental records with central records; prepares correspondence, forms and reports.  Initiates and handles correspondence relating to a special field or program in regards to agency or program rules, policies, procedures, or requirements.  Performs a variety of sorting and filing tasks; answers the phone, takes messages, and disseminates information; opens, sorts, distributes, collects, and delivers mail; performs a number of tasks such as posting and recording data.  Produces documents of various levels of complexity, ranging from plain copy typing to the manipulation of data to create complex presentations.  Enters and retrieves information using personal computer or other data processing equipment, and receives and reviews coded and uncoded source documents; proofs previously entered data and makes routine corrections.  Examines, checks, and verifies reports and other documents for completeness, appropriateness, adequacy, and conformity to established requirements, and follows up on discrepancies.  Maintains an inventory of equipment and supplies used in office or shop operations; receives or delivers materials and equipment.  Supervises staff and activities involved in the performance of specialized or technical work, which involves the exercise of independent judgment; develops operational procedures and trains staff.  Reviews and processes claims from vendors, contractors, medical providers and others for reimbursement or payment under various state programs.  Assists customers in securing needed information and documents; conducts interviews to obtain information from clients; provides transportation or other assistance to clients as required.    Minimum Qualifications:   Education and Experience requirements at this level consist of two years of clerical office experience; or an equivalent combination of education and experience.   Physical Demands and Work Environment: This position is set in an office environment, computer based. While performing the duties of the job, employees are frequently required to stand, walk, lift, and reach.  Application Requirements:   If education, certification or licensure is required to meet qualifications, applicants must provide documentation at the time of application.  All applicants are subject to a background check and must be legally authorized to work in the United States without visa sponsorship.    Equal Opportunity Employment  The State of Oklahoma is an equal opportunity employer and does not discriminate on the basis of genetic information, race, religion, color, sex, age, national origin, or disability.  Current State of Oklahoma employees must apply for open positions through their Workday account. Go to Careers app on WD home screen>Click on 'Find Jobs-Internal State of Oklahoma'.
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        Job Posting Title Administrative Technician III Temporary  Agency 340 OKLAHOMA STATE DEPARTMENT OF HEALTH  Supervisory Organization 340 District 3  Job Posting End Date (Continuous if Blank)   Note: Applications will be accepted until 11:59 PM on the day prior to the posting end date above.  Estimated Appointment End Date (Continuous if Blank)  Full/Part-Time Part time  Job Type Temporary  Compensation  Job Description   Location  : District 3 - Creek County Health Department   Salary: $18.30385 hourly  Full Time /Part Time: Part Time  Work Schedule: Monday-Friday*  Primary Hours: 8:00 am - 5:00 pm*  *Agency Working Hours  Why you’ll love it here!  RESPECT. COLLABORATION. SERVICE. The Oklahoma State Department of Health (OSDH) is committed to leading Oklahoma to prosperity through health. Our mission is to protect and promote health, prevent disease and injury, and cultivate conditions by which Oklahomans can thrive. Check out why were are passionate about public health and believe it is the career for you!!! What is Public Health?   Oh yeah, did we mention perks? We know that benefits matter and that is why we offer a competitive benefits package for all eligible employees.   Generous state paid benefit allowance to help cover insurance premiums.  A wide choice of insurance plans with no pre-existing condition exclusions or limitations.  Flexible spending accounts for health care expenses and/or dependent care.   Retirement Savings Plan with a generous match.  15 days of vacation and 15 days of sick leave the first year for full time employees.  11 paid holidays a year.  Student Loan repayment options & tuition reimbursement.  Employee discounts with a variety of companies and venders.  Longevity Bonus for years of service    Position Description: This position is assigned duties and responsibilities involving document production and management through a variety of manual or technological processes. This may include preparing correspondence, reports or other documents, maintaining various filing systems, including computer records of various activities, reviewing and processing applications for permits or licenses, and assisting clients with inquiries or problems concerning an assigned program area. This is the specialist level where employees will independently perform most complex and technical duties such as preparing documents for audits or special reports.   Duties:   Maintains a variety of records such as perpetual inventories of supplies and materials, and statements of expenditures; reconciles departmental records with central records; prepares correspondence, forms and reports.  Initiates and handles correspondence relating to a special field or program in regards to agency or program rules, policies, procedures, or requirements.  Performs a variety of sorting and filing tasks; answers the phone, takes messages, and disseminates information; opens, sorts, distributes, collects, and delivers mail; performs a number of tasks such as posting and recording data.  Produces documents of various levels of complexity, ranging from plain copy typing to the manipulation of data to create complex presentations.  Enters and retrieves information using personal computer or other data processing equipment, and receives and reviews coded and uncoded source documents; proofs previously entered data and makes routine corrections.  Examines, checks, and verifies reports and other documents for completeness, appropriateness, adequacy, and conformity to established requirements, and follows up on discrepancies.  Maintains an inventory of equipment and supplies used in office or shop operations; receives or delivers materials and equipment.  Supervises staff and activities involved in the performance of specialized or technical work, which involves the exercise of independent judgment; develops operational procedures and trains staff.  Reviews and processes claims from vendors, contractors, medical providers and others for reimbursement or payment under various state programs.  Assists customers in securing needed information and documents; conducts interviews to obtain information from clients; provides transportation or other assistance to clients as required.    Minimum Qualifications:   Education and Experience requirements at this level consist of two years of clerical office experience; or an equivalent combination of education and experience.   Physical Demands and Work Environment: This position is set in an office environment, computer based. While performing the duties of the job, employees are frequently required to stand, walk, lift, and reach.  Application Requirements:   If education, certification or licensure is required to meet qualifications, applicants must provide documentation at the time of application.  All applicants are subject to a background check and must be legally authorized to work in the United States without visa sponsorship.    Equal Opportunity Employment  The State of Oklahoma is an equal opportunity employer and does not discriminate on the basis of genetic information, race, religion, color, sex, age, national origin, or disability.  Current State of Oklahoma employees must apply for open positions through their Workday account. Go to Careers app on WD home screen>Click on 'Find Jobs-Internal State of Oklahoma'.
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             GCIC Warrants Technician Supervisor      PURPOSE OF JOB:    The purpose of this position is to primarily supervise those employees that are tasked with the preparation and processing of warrants and other entries into GCIC; preparing records for entry into Georgia Crime Information Center (GCIC); validating and verifying active warrants, as well as other hot file entries; coordinating communications for the removal and cancellation of warrants and other GCIC entries; running criminal and driver histories via GCIC database; and performing administrative and clerical functions related to warrants and other GCIC functions. Employee must be able to complete the above tasks as well.    Please note that the hours for this position is 3pm - 11pm.      ESSENTIAL DUTIES AND RESPONSIBILITIES    The following duties are normal for this job. These are not to be construed as exclusive or all-inclusive. Incumbent may perform other duties not articulated in this job description as determined by Central Records Commander or his designee.     Work Delegation :      Assists management coordinate activities and facilitate or conduct training.   Ensures staff maintains GCIC certification and adheres to GCIC/NCIC requirements and the integrity and security of data.   Ensures accuracy of warrants and other entries entered into GCIC.   Assists in overseeing staff workload flow.   Prepares various forms, monthly reports, and correspondences.       Administrative Duties and Quality Control :      Other duties as assigned.   Maintains timekeeping for subordinates   Completes all required forms       Knowledge/Skills/Ability (KSAs) :    Has thorough knowledge of The Atlanta Police Department policies and procedures, City of Atlanta and State codes, ordinances, and laws. Has thorough knowledge of Georgia Crime Information Center (GCIC) rules and regulations. Has the ability to operate GCIC terminals to run criminal and drivers’ history records. Has the ability to read and interpret criminal and driver’s history records. Has the ability to handle/maintain confidential information. Has knowledge of warrant processing procedures. Has the ability to compile, organize, prepare, and maintain an assortment of records and information in an effective manner and according to court operations and regulations. Has knowledge of the terminology used within the court system. Has the ability to communicate and maintain effective working relationships with law enforcement officers and the public. Has the ability to operate a computer and use automated case management system for input, retrieval and tracking of data. Has the ability to be flexible with work schedules requiring shift work. Has the ability to work under stress related to duties that require constant attention to detail and tight deadlines.     ADA Minimum Standards Required to Perform Essential Job Functions :      Physical Requirements :  Must be physically able to operate a variety of job-related machines and/or office equipment. Must be able to accurately enter data into a computer through typing or other equally acceptable entry alternatives. Must be able to move or carry job related objects or materials. Physical demand requirements are at levels of those for sedentary or office environment work. Must be able to sit at a desk for extended periods of time without a break.     Data Conception :  Requires the ability to compare and/or judge the readily observable functional, technical, structural, compositional, or identifiable characteristics (whether similar to or divert from obvious standards) of data, people, or things.     Interpersonal Communication :  Requires the ability to communicate with people to convey or exchange professional information.     Language ability:  Requires the ability to read a variety of professional, technical, and administrative documentation, directions, instructions, methods, and procedures. Requires the ability to produce reports with proper format, punctuation, spelling and grammar, using all parts of speech. Requires the ability to communicate with and before others using correct English.     Intelligence:   Requires the ability to learn and understand subject matter principles and techniques; to make independent judgments in absence of supervision within the scope of respective job duties and tasks; to acquire and be able to expound on knowledge of topics related to primary occupation.     Numerical Aptitude :  Require the ability to utilize mathematical formulas; add and subtract; multiply and divide totals; determine percentages; determine time and weight; and interpret same as may be appropriate.     Form/Spatial Aptitude :  Requires the ability to inspect items for proper length, width, and shape.     Motor Coordination :  Requires the ability to utilize job related equipment in the course of accomplishing job duties and tasks associated with respective primary duties.     Color Discrimination :  May require the ability to differentiate colors and shades of color.     Interpersonal Temperament :  Requires the ability to interact with people (i.e. staff, supervisors, general public and elected officials) beyond giving the receiving instructions. Must be adaptable to performing under minimal stress when confronted with a deadline or an emergency.    Minimum Essential Education, Experience and Training Requirements :   Associates Degree preferred and/or five or more years work experience in a judicial, law enforcement or jail environment to include experience entering and validating criminal and traffic warrants through GCIC or a college degree in Criminal Justice or related field and at least three years’ work experience in a judicial, law enforcement or jail environment to include experience entering and validating criminal and traffic warrants through GCIC; or any equivalent combination of education, training, relevant professional certification and experience deemed as providing the requisite knowledge, skills, and abilities for this job. Experience running, and interpreting criminal and driver’s history required. Current Georgia Crime Information Center entry-level certification and the ability to annually maintain GCIC Certification at the entry certification level within given timeframes is required for this position. Ability to work various shifts as necessary required. Supervisory or team lead experience required.
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         GCIC Warrants Technician Supervisor      PURPOSE OF JOB:    The purpose of this position is to primarily supervise those employees that are tasked with the preparation and processing of warrants and other entries into GCIC; preparing records for entry into Georgia Crime Information Center (GCIC); validating and verifying active warrants, as well as other hot file entries; coordinating communications for the removal and cancellation of warrants and other GCIC entries; running criminal and driver histories via GCIC database; and performing administrative and clerical functions related to warrants and other GCIC functions. Employee must be able to complete the above tasks as well.    Please note that the hours for this position is 3pm - 11pm.      ESSENTIAL DUTIES AND RESPONSIBILITIES    The following duties are normal for this job. These are not to be construed as exclusive or all-inclusive. Incumbent may perform other duties not articulated in this job description as determined by Central Records Commander or his designee.     Work Delegation :      Assists management coordinate activities and facilitate or conduct training.   Ensures staff maintains GCIC certification and adheres to GCIC/NCIC requirements and the integrity and security of data.   Ensures accuracy of warrants and other entries entered into GCIC.   Assists in overseeing staff workload flow.   Prepares various forms, monthly reports, and correspondences.       Administrative Duties and Quality Control :      Other duties as assigned.   Maintains timekeeping for subordinates   Completes all required forms       Knowledge/Skills/Ability (KSAs) :    Has thorough knowledge of The Atlanta Police Department policies and procedures, City of Atlanta and State codes, ordinances, and laws. Has thorough knowledge of Georgia Crime Information Center (GCIC) rules and regulations. Has the ability to operate GCIC terminals to run criminal and drivers’ history records. Has the ability to read and interpret criminal and driver’s history records. Has the ability to handle/maintain confidential information. Has knowledge of warrant processing procedures. Has the ability to compile, organize, prepare, and maintain an assortment of records and information in an effective manner and according to court operations and regulations. Has knowledge of the terminology used within the court system. Has the ability to communicate and maintain effective working relationships with law enforcement officers and the public. Has the ability to operate a computer and use automated case management system for input, retrieval and tracking of data. Has the ability to be flexible with work schedules requiring shift work. Has the ability to work under stress related to duties that require constant attention to detail and tight deadlines.     ADA Minimum Standards Required to Perform Essential Job Functions :      Physical Requirements :  Must be physically able to operate a variety of job-related machines and/or office equipment. Must be able to accurately enter data into a computer through typing or other equally acceptable entry alternatives. Must be able to move or carry job related objects or materials. Physical demand requirements are at levels of those for sedentary or office environment work. Must be able to sit at a desk for extended periods of time without a break.     Data Conception :  Requires the ability to compare and/or judge the readily observable functional, technical, structural, compositional, or identifiable characteristics (whether similar to or divert from obvious standards) of data, people, or things.     Interpersonal Communication :  Requires the ability to communicate with people to convey or exchange professional information.     Language ability:  Requires the ability to read a variety of professional, technical, and administrative documentation, directions, instructions, methods, and procedures. Requires the ability to produce reports with proper format, punctuation, spelling and grammar, using all parts of speech. Requires the ability to communicate with and before others using correct English.     Intelligence:   Requires the ability to learn and understand subject matter principles and techniques; to make independent judgments in absence of supervision within the scope of respective job duties and tasks; to acquire and be able to expound on knowledge of topics related to primary occupation.     Numerical Aptitude :  Require the ability to utilize mathematical formulas; add and subtract; multiply and divide totals; determine percentages; determine time and weight; and interpret same as may be appropriate.     Form/Spatial Aptitude :  Requires the ability to inspect items for proper length, width, and shape.     Motor Coordination :  Requires the ability to utilize job related equipment in the course of accomplishing job duties and tasks associated with respective primary duties.     Color Discrimination :  May require the ability to differentiate colors and shades of color.     Interpersonal Temperament :  Requires the ability to interact with people (i.e. staff, supervisors, general public and elected officials) beyond giving the receiving instructions. Must be adaptable to performing under minimal stress when confronted with a deadline or an emergency.    Minimum Essential Education, Experience and Training Requirements :   Associates Degree preferred and/or five or more years work experience in a judicial, law enforcement or jail environment to include experience entering and validating criminal and traffic warrants through GCIC or a college degree in Criminal Justice or related field and at least three years’ work experience in a judicial, law enforcement or jail environment to include experience entering and validating criminal and traffic warrants through GCIC; or any equivalent combination of education, training, relevant professional certification and experience deemed as providing the requisite knowledge, skills, and abilities for this job. Experience running, and interpreting criminal and driver’s history required. Current Georgia Crime Information Center entry-level certification and the ability to annually maintain GCIC Certification at the entry certification level within given timeframes is required for this position. Ability to work various shifts as necessary required. Supervisory or team lead experience required.
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             Job Location:  This position will be located in the XXXXX County Child Support Office based at XXXXXX, MO.  Applicants may have the opportunity to work remotely once eligibility and suitability requirements are met.     What you'll do:      As our Benefit Program Technician you will serve Missouri residents by assessing their Child Support needs during phone call and in-person You will assist and help guide them through the process establishing paternity orders and making/receiving child support payments. This position has a consistent and structured work schedule with a generous leave benefit that allows for work/life balance.   Each day you will answer phone calls with questions related to our programs and resources, take and distribute information as necessary, scan and index information received, and enter information into our computer-based systems as appropriate. This is a rewarding position with the opportunity to positively impact the lives of Missourians.   To thrive in these roles, you must be personable, compassionate and have a non- judgmental The ideal candidate would possess excellent customer service skills, typing skills and be detail oriented.    All you need for success:      In order to succeed in this role, you must have at least 4 years of Customer Service experience or have a Bachelor's Degree.    Lack of post-secondary education will not be used as the sole basis denying consideration to any applicant.     Recruitment Area:  Accepting applications from all qualified applicants.    More reasons to love this position:  The State of Missouri offers an excellent benefits package that includes a defined pension plan, generous amounts of leave and holiday time, and eligibility for health insurance coverage. Your total compensation is more than the dollars you receive in your paycheck. To help demonstrate the value of working for the State of Missouri, we have created an interactive Total Compensation Calculator. This tool provides a comprehensive view of benefits and more that are offered to prospective employees. The Total Compensation Calculator and other applicant resources can be found here .    If you have questions about this position please contact: FSD.Personnel@dss.mo.gov      The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.   Closing Date/Time: 2024-04-22
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         Job Location:  This position will be located in the XXXXX County Child Support Office based at XXXXXX, MO.  Applicants may have the opportunity to work remotely once eligibility and suitability requirements are met.     What you'll do:      As our Benefit Program Technician you will serve Missouri residents by assessing their Child Support needs during phone call and in-person You will assist and help guide them through the process establishing paternity orders and making/receiving child support payments. This position has a consistent and structured work schedule with a generous leave benefit that allows for work/life balance.   Each day you will answer phone calls with questions related to our programs and resources, take and distribute information as necessary, scan and index information received, and enter information into our computer-based systems as appropriate. This is a rewarding position with the opportunity to positively impact the lives of Missourians.   To thrive in these roles, you must be personable, compassionate and have a non- judgmental The ideal candidate would possess excellent customer service skills, typing skills and be detail oriented.    All you need for success:      In order to succeed in this role, you must have at least 4 years of Customer Service experience or have a Bachelor's Degree.    Lack of post-secondary education will not be used as the sole basis denying consideration to any applicant.     Recruitment Area:  Accepting applications from all qualified applicants.    More reasons to love this position:  The State of Missouri offers an excellent benefits package that includes a defined pension plan, generous amounts of leave and holiday time, and eligibility for health insurance coverage. Your total compensation is more than the dollars you receive in your paycheck. To help demonstrate the value of working for the State of Missouri, we have created an interactive Total Compensation Calculator. This tool provides a comprehensive view of benefits and more that are offered to prospective employees. The Total Compensation Calculator and other applicant resources can be found here .    If you have questions about this position please contact: FSD.Personnel@dss.mo.gov      The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.   Closing Date/Time: 2024-04-22
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             Job Location:  This position will be located in the Johnson County Child Support Office based at 505 N Ridgeview, Warrensburg, MO.  Applicants may have the opportunity to work remotely once eligibility and suitability requirements are met.     What you'll do:      As our Benefit Program Technician you will serve Missouri residents by assessing their Child Support needs during phone call and in-person You will assist and help guide them through the process establishing paternity orders and making/receiving child support payments. This position has a consistent and structured work schedule with a generous leave benefit that allows for work/life balance.   Each day you will answer phone calls with questions related to our programs and resources, take and distribute information as necessary, scan and index information received, and enter information into our computer-based systems as appropriate. This is a rewarding position with the opportunity to positively impact the lives of Missourians.   To thrive in these roles, you must be personable, compassionate and have a non- judgmental The ideal candidate would possess excellent customer service skills, typing skills and be detail oriented.    All you need for success:      In order to succeed in this role, you must have at least 4 years of Customer Service experience or have a Bachelor's Degree.    Lack of post-secondary education will not be used as a sole basis denying consideration to any applicant.     Recruitment Area:  Accepting applications from all qualified applicants.    More reasons to love this position:  The State of Missouri offers an excellent benefits package that includes a defined pension plan, generous amounts of leave and holiday time, and eligibility for health insurance coverage. Your total compensation is more than the dollars you receive in your paycheck. To help demonstrate the value of working for the State of Missouri, we have created an interactive Total Compensation Calculator. This tool provides a comprehensive view of benefits and more that are offered to prospective employees. The Total Compensation Calculator and other applicant resources can be found here .   If you have questions about this position please contact: FSD.Personnel@dss.mo.gov      The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.   Closing Date/Time: 2024-04-22
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         Job Location:  This position will be located in the Johnson County Child Support Office based at 505 N Ridgeview, Warrensburg, MO.  Applicants may have the opportunity to work remotely once eligibility and suitability requirements are met.     What you'll do:      As our Benefit Program Technician you will serve Missouri residents by assessing their Child Support needs during phone call and in-person You will assist and help guide them through the process establishing paternity orders and making/receiving child support payments. This position has a consistent and structured work schedule with a generous leave benefit that allows for work/life balance.   Each day you will answer phone calls with questions related to our programs and resources, take and distribute information as necessary, scan and index information received, and enter information into our computer-based systems as appropriate. This is a rewarding position with the opportunity to positively impact the lives of Missourians.   To thrive in these roles, you must be personable, compassionate and have a non- judgmental The ideal candidate would possess excellent customer service skills, typing skills and be detail oriented.    All you need for success:      In order to succeed in this role, you must have at least 4 years of Customer Service experience or have a Bachelor's Degree.    Lack of post-secondary education will not be used as a sole basis denying consideration to any applicant.     Recruitment Area:  Accepting applications from all qualified applicants.    More reasons to love this position:  The State of Missouri offers an excellent benefits package that includes a defined pension plan, generous amounts of leave and holiday time, and eligibility for health insurance coverage. Your total compensation is more than the dollars you receive in your paycheck. To help demonstrate the value of working for the State of Missouri, we have created an interactive Total Compensation Calculator. This tool provides a comprehensive view of benefits and more that are offered to prospective employees. The Total Compensation Calculator and other applicant resources can be found here .   If you have questions about this position please contact: FSD.Personnel@dss.mo.gov      The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.   Closing Date/Time: 2024-04-22
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             Job Location:  This position will be within the Family Support Division (FSD) Child Support Office. The base for this position will be located at 3417 Division Dr, West Plains, MO.  Applicants may have the opportunity to work remotely once eligibility and suitability requirements are met.     What you'll do:      As our Benefit Program Technician you will serve Missouri residents by assessing their Child Support needs during phone call and in-person You will assist and help guide them through the process establishing paternity orders and making/receiving child support payments. This position has a consistent and structured work schedule with a generous leave benefit that allows for work/life balance.   Each day you will answer phone calls with questions related to our programs and resources, take and distribute information as necessary, scan and index information received, and enter information into our computer-based systems as appropriate. This is a rewarding position with the opportunity to positively impact the lives of Missourians.   To thrive in these roles, you must be personable, compassionate and have a non- judgmental The ideal candidate would possess excellent customer service skills, typing skills and be detail oriented.    All you need for success:      In order to succeed in this role, you must have at least 4 years of Customer Service experience or have a Bachelor's Degree.    Lack of post-secondary education will not be used as the sole basis denying consideration to any applicant.     Recruitment Area:  Accepting applications from all qualified applicants.     More reasons to love this position:  The State of Missouri offers an excellent benefits package that includes a defined pension plan, generous amounts of leave and holiday time, and eligibility for health insurance coverage. Your total compensation is more than the dollars you receive in your paycheck. To help demonstrate the value of working for the State of Missouri, we have created an interactive Total Compensation Calculator. This tool provides a comprehensive view of benefits and more that are offered to prospective employees. The Total Compensation Calculator and other applicant resources can be found here .    If you have questions about this position please contact: FSD.Personnel@dss.mo.gov      The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.   Closing Date/Time: 2024-04-19
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         Job Location:  This position will be within the Family Support Division (FSD) Child Support Office. The base for this position will be located at 3417 Division Dr, West Plains, MO.  Applicants may have the opportunity to work remotely once eligibility and suitability requirements are met.     What you'll do:      As our Benefit Program Technician you will serve Missouri residents by assessing their Child Support needs during phone call and in-person You will assist and help guide them through the process establishing paternity orders and making/receiving child support payments. This position has a consistent and structured work schedule with a generous leave benefit that allows for work/life balance.   Each day you will answer phone calls with questions related to our programs and resources, take and distribute information as necessary, scan and index information received, and enter information into our computer-based systems as appropriate. This is a rewarding position with the opportunity to positively impact the lives of Missourians.   To thrive in these roles, you must be personable, compassionate and have a non- judgmental The ideal candidate would possess excellent customer service skills, typing skills and be detail oriented.    All you need for success:      In order to succeed in this role, you must have at least 4 years of Customer Service experience or have a Bachelor's Degree.    Lack of post-secondary education will not be used as the sole basis denying consideration to any applicant.     Recruitment Area:  Accepting applications from all qualified applicants.     More reasons to love this position:  The State of Missouri offers an excellent benefits package that includes a defined pension plan, generous amounts of leave and holiday time, and eligibility for health insurance coverage. Your total compensation is more than the dollars you receive in your paycheck. To help demonstrate the value of working for the State of Missouri, we have created an interactive Total Compensation Calculator. This tool provides a comprehensive view of benefits and more that are offered to prospective employees. The Total Compensation Calculator and other applicant resources can be found here .    If you have questions about this position please contact: FSD.Personnel@dss.mo.gov      The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.   Closing Date/Time: 2024-04-19
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             Job Location:  This position will be located in the St. Louis County Child Support Office based at 9900 Page Ave., St. Louis, MO.  Applicants may have the opportunity to work remotely once eligibility and suitability requirements are met.     What you'll do:      As our Benefit Program Technician you will serve Missouri residents by assessing their Child Support needs during phone call and in-person You will assist and help guide them through the process establishing paternity orders and making/receiving child support payments. This position has a consistent and structured work schedule with a generous leave benefit that allows for work/life balance.   Each day you will answer phone calls with questions related to our programs and resources, take and distribute information as necessary, scan and index information received, and enter information into our computer-based systems as appropriate. This is a rewarding position with the opportunity to positively impact the lives of Missourians.   To thrive in these roles, you must be personable, compassionate and have a non- judgmental The ideal candidate would possess excellent customer service skills, typing skills and be detail oriented.    All you need for success:      In order to succeed in this role, you must have at least 4 years of Customer Service experience or have a Bachelor's Degree.    Lack of post-secondary education will not be used as a sole basis denying consideration to any applicant.     Recruitment Area:  Accepting applications from all qualified applicants.    More reasons to love this position:  The State of Missouri offers an excellent benefits package that includes a defined pension plan, generous amounts of leave and holiday time, and eligibility for health insurance coverage. Your total compensation is more than the dollars you receive in your paycheck. To help demonstrate the value of working for the State of Missouri, we have created an interactive Total Compensation Calculator. This tool provides a comprehensive view of benefits and more that are offered to prospective employees. The Total Compensation Calculator and other applicant resources can be found here .   If you have questions about this position please contact: FSD.Personnel@dss.mo.gov      The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.   Closing Date/Time: 2024-04-17
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         Job Location:  This position will be located in the St. Louis County Child Support Office based at 9900 Page Ave., St. Louis, MO.  Applicants may have the opportunity to work remotely once eligibility and suitability requirements are met.     What you'll do:      As our Benefit Program Technician you will serve Missouri residents by assessing their Child Support needs during phone call and in-person You will assist and help guide them through the process establishing paternity orders and making/receiving child support payments. This position has a consistent and structured work schedule with a generous leave benefit that allows for work/life balance.   Each day you will answer phone calls with questions related to our programs and resources, take and distribute information as necessary, scan and index information received, and enter information into our computer-based systems as appropriate. This is a rewarding position with the opportunity to positively impact the lives of Missourians.   To thrive in these roles, you must be personable, compassionate and have a non- judgmental The ideal candidate would possess excellent customer service skills, typing skills and be detail oriented.    All you need for success:      In order to succeed in this role, you must have at least 4 years of Customer Service experience or have a Bachelor's Degree.    Lack of post-secondary education will not be used as a sole basis denying consideration to any applicant.     Recruitment Area:  Accepting applications from all qualified applicants.    More reasons to love this position:  The State of Missouri offers an excellent benefits package that includes a defined pension plan, generous amounts of leave and holiday time, and eligibility for health insurance coverage. Your total compensation is more than the dollars you receive in your paycheck. To help demonstrate the value of working for the State of Missouri, we have created an interactive Total Compensation Calculator. This tool provides a comprehensive view of benefits and more that are offered to prospective employees. The Total Compensation Calculator and other applicant resources can be found here .   If you have questions about this position please contact: FSD.Personnel@dss.mo.gov      The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.   Closing Date/Time: 2024-04-17
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             Job Location:  This position will be located in the Pemiscot County Child Support Office based at 911 HWY 84, Caruthersville MO.  Applicants may have the opportunity to work remotely once eligibility and suitability requirements are met.     What you'll do:      As our Benefit Program Technician you will serve Missouri residents by assessing their Child Support needs during phone call and in-person You will assist and help guide them through the process establishing paternity orders and making/receiving child support payments. This position has a consistent and structured work schedule with a generous leave benefit that allows for work/life balance.   Each day you will answer phone calls with questions related to our programs and resources, take and distribute information as necessary, scan and index information received, and enter information into our computer-based systems as appropriate. This is a rewarding position with the opportunity to positively impact the lives of Missourians.   To thrive in these roles, you must be personable, compassionate and have a non- judgmental The ideal candidate would possess excellent customer service skills, typing skills and be detail oriented.    All you need for success:      In order to succeed in this role, you must have at least 4 years of Customer Service experience or have a Bachelor's Degree.    Lack of post-secondary education will not be used as the sole basis denying consideration to any applicant.     Recruitment Area:  Accepting applications from all qualified applicants.    More reasons to love this position:  The State of Missouri offers an excellent benefits package that includes a defined pension plan, generous amounts of leave and holiday time, and eligibility for health insurance coverage. Your total compensation is more than the dollars you receive in your paycheck. To help demonstrate the value of working for the State of Missouri, we have created an interactive Total Compensation Calculator. This tool provides a comprehensive view of benefits and more that are offered to prospective employees. The Total Compensation Calculator and other applicant resources can be found here .    If you have questions about this position please contact: FSD.Personnel@dss.mo.gov      The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.   Closing Date/Time: 2024-04-16
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         Job Location:  This position will be located in the Pemiscot County Child Support Office based at 911 HWY 84, Caruthersville MO.  Applicants may have the opportunity to work remotely once eligibility and suitability requirements are met.     What you'll do:      As our Benefit Program Technician you will serve Missouri residents by assessing their Child Support needs during phone call and in-person You will assist and help guide them through the process establishing paternity orders and making/receiving child support payments. This position has a consistent and structured work schedule with a generous leave benefit that allows for work/life balance.   Each day you will answer phone calls with questions related to our programs and resources, take and distribute information as necessary, scan and index information received, and enter information into our computer-based systems as appropriate. This is a rewarding position with the opportunity to positively impact the lives of Missourians.   To thrive in these roles, you must be personable, compassionate and have a non- judgmental The ideal candidate would possess excellent customer service skills, typing skills and be detail oriented.    All you need for success:      In order to succeed in this role, you must have at least 4 years of Customer Service experience or have a Bachelor's Degree.    Lack of post-secondary education will not be used as the sole basis denying consideration to any applicant.     Recruitment Area:  Accepting applications from all qualified applicants.    More reasons to love this position:  The State of Missouri offers an excellent benefits package that includes a defined pension plan, generous amounts of leave and holiday time, and eligibility for health insurance coverage. Your total compensation is more than the dollars you receive in your paycheck. To help demonstrate the value of working for the State of Missouri, we have created an interactive Total Compensation Calculator. This tool provides a comprehensive view of benefits and more that are offered to prospective employees. The Total Compensation Calculator and other applicant resources can be found here .    If you have questions about this position please contact: FSD.Personnel@dss.mo.gov      The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.   Closing Date/Time: 2024-04-16
    

											
            
            
                [image: State of Missouri]
            
        

        
        
            Benefit Program Technician
        

        
            
            
                     
                        State of Missouri
                                    
            
                            
                    Kansas City, Missouri, United States
                
                    

        
             Job Location:  This position will be located in the Pemiscot County Child Support Office based at 911 HWY 84, Caruthersville MO.  Applicants may have the opportunity to work remotely once eligibility and suitability requirements are met.     What you'll do:      As our Benefit Program Technician you will serve Missouri residents by assessing their Child Support needs during phone call and in-person You will assist and help guide them through the process establishing paternity orders and making/receiving child support payments. This position has a consistent and structured work schedule with a generous leave benefit that allows for work/life balance.   Each day you will answer phone calls with questions related to our programs and resources, take and distribute information as necessary, scan and index information received, and enter information into our computer-based systems as appropriate. This is a rewarding position with the opportunity to positively impact the lives of Missourians.   To thrive in these roles, you must be personable, compassionate and have a non- judgmental The ideal candidate would possess excellent customer service skills, typing skills and be detail oriented.    All you need for success:      In order to succeed in this role, you must have at least 4 years of Customer Service experience or have a Bachelor's Degree.    Lack of post-secondary education will not be used as the sole basis denying consideration to any applicant.     Recruitment Area:  Accepting applications from all qualified applicants.    More reasons to love this position:  The State of Missouri offers an excellent benefits package that includes a defined pension plan, generous amounts of leave and holiday time, and eligibility for health insurance coverage. Your total compensation is more than the dollars you receive in your paycheck. To help demonstrate the value of working for the State of Missouri, we have created an interactive Total Compensation Calculator. This tool provides a comprehensive view of benefits and more that are offered to prospective employees. The Total Compensation Calculator and other applicant resources can be found here .    If you have questions about this position please contact: FSD.Personnel@dss.mo.gov      The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.   Closing Date/Time: 2024-04-16
        

    

    
        
            Apr 03, 2024
        

                                    Full Time
                                     
    

    
         Job Location:  This position will be located in the Pemiscot County Child Support Office based at 911 HWY 84, Caruthersville MO.  Applicants may have the opportunity to work remotely once eligibility and suitability requirements are met.     What you'll do:      As our Benefit Program Technician you will serve Missouri residents by assessing their Child Support needs during phone call and in-person You will assist and help guide them through the process establishing paternity orders and making/receiving child support payments. This position has a consistent and structured work schedule with a generous leave benefit that allows for work/life balance.   Each day you will answer phone calls with questions related to our programs and resources, take and distribute information as necessary, scan and index information received, and enter information into our computer-based systems as appropriate. This is a rewarding position with the opportunity to positively impact the lives of Missourians.   To thrive in these roles, you must be personable, compassionate and have a non- judgmental The ideal candidate would possess excellent customer service skills, typing skills and be detail oriented.    All you need for success:      In order to succeed in this role, you must have at least 4 years of Customer Service experience or have a Bachelor's Degree.    Lack of post-secondary education will not be used as the sole basis denying consideration to any applicant.     Recruitment Area:  Accepting applications from all qualified applicants.    More reasons to love this position:  The State of Missouri offers an excellent benefits package that includes a defined pension plan, generous amounts of leave and holiday time, and eligibility for health insurance coverage. Your total compensation is more than the dollars you receive in your paycheck. To help demonstrate the value of working for the State of Missouri, we have created an interactive Total Compensation Calculator. This tool provides a comprehensive view of benefits and more that are offered to prospective employees. The Total Compensation Calculator and other applicant resources can be found here .    If you have questions about this position please contact: FSD.Personnel@dss.mo.gov      The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.   Closing Date/Time: 2024-04-16
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            Position Description  This position responds to internal and external requests for police data, including reports, accident reports, and criminal histories; conducts Judicial Review processing of reports and validates names and addresses in PIMS (records management system) for data quality. The position assists Investigators, court, and County/City attorneys with transcription and other clerical duties and performs clerical and technical work that directly supports Sworn Police Officers. This position accesses and compiles numerous official files, documents, records, reports, and information MPD holds. Record Unit employee is required in their official duties to stay consistent with state and federal statutes. This position provides public-facing service at the Public Service Building (PSB) and serves as a receptionist for the investigative units at the PSB.   WORK LOCATION:   This position currently works on-site only .    SALARY:   Anticipated starting salary range: $27.21 - $33.08 /hour, depending on qualifications.   Job Duties and Responsibilities    Prioritize and manage work assigned: Provide customer service via service counter (2nd /8th floors PSB), email, and phone. Use US Mail/faxes/email/City’s online Open City portal for law enforcement data.   Generate crash accidents, police incidents, 911 incident detail reports, and other reports within compliance with MPD, city, state, and federal statutes and laws.   Act as liaison with the public, investigators, insurance agencies, and other entities by electronic mail, telephone, US Mail, fax, instant messenger, and other communication devices.   Make decisions on the proper data redaction by legal guidelines and unit and department policies. Follow up to ensure completeness and accuracy of response to requests. Respond to challenges to what has and has not been provided.   Validate data in PIMS so reports can be viewed by other department personnel. Update status in PIMS upon notification from an accepted authority, including changing codes to reflect booking documents and criminal history. Create PIMS reports from outside agency documents, for example, Child Abuse and Domestic Assault Units. Enter interviews into PIMS conducted by officers and investigators with individuals in a report. Enter citizen's property loss inventory information into PIMS. Create and enter all Arson reports from the Minneapolis Fire Department for the MPD Arson Unit. Scan insurance letters and other correspondence into PIMS.   Receive, redact, file, and disseminate law enforcement data by the MN Data Practices Act, local and federal statutes, and Police Department policies and procedures.   Conduct national (CJIS/NCIC) criminal database searches upon request from investigators. Check-in CJIS/NCIC for data requests for Minneapolis Police data from other law enforcement agencies locally or nationally.   Provide transcription of audio/visual (Body Worn Camera) interviews of parties involved in criminal cases and for other investigative units/precinct property crimes investigators, County/City Attorney Offices that have a strict court deadline for trials. Transcribe 911 calls.   Judicial Review - preparing required paperwork every weekend and on city-recognized holidays for court for in-custody arrests.   Create WAV files from Winscribe (a department repository of stored electronic interviews recorded from a digital recorder) for investigators and the County/City Attorney’s Office promptly.   Notarize and certify appropriate documents for public requests (Immigration, Clearance Letters, and Hennepin County Child Protection) and Judicial Review paperwork to indicate that this is an official document from the MPD records management system (PIMS/CAPRS Legacy).   Adapt to ever-changing technology and MN State Statutes and redacting guidelines from City  Attorney and City Clerk’s Offices (Responsible Authority for the City of Mpls.).   Ensure effective job organization and ability to multitask in a fast-paced environment.   Conduct research through multiple record management systems and police-related databases to fulfill requests.   Keep statistics on work assigned/completed.   Maintain booking sheet records by manually entering the data from the HCJ Booking Sheets daily with the Arrested Party’s record in PIMS.   Records Management System failures require Records Unit employees to manually and expeditiously enter sworn officers' police reports received via emails.   Access the court database to decipher the status of an MPD court case to determine what can/cannot be released for the police report following state statutes.   Distribute all inter-office and US Mail received for the Police Department. Maintain employee roster for mail distribution.   Review monthly lists of deceased names from the Medical Examiner’s Office to cross-check with our records management system and arrest files to provide to the FBI.   Investigate and clear names from the Bureau of Criminal Apprehension (BCA) Agency Interface Suspense database, either from no fingerprints taken or incorrect/invalid entries from the district court, jail records, or MPD officer(s).   Manually enter key-specific data from expungement orders from petitioners into a SharePoint site.   Assist with the 3x5 card project, which involves checking CAPRS Legacy and PIMS records management systems for the existence of an adult arrested party by MPD’s unique assigned identifying number.   Respond to special project requests from internal MPD sworn personnel.   Scan police department-related files as required.    Required Qualifications   MINIMUM EDUCATION:   Requires one year of post-high School education in criminal justice or related.   MINIMUM EXPERIENCE:  Two years of related experience.   EQUIVALENCY:  An equivalent combination of education and highly related experience in a similar environment may be considered.   LICENSES/CERTIFICATIONS:  BCA (Bureau of Criminal Apprehension) and DVS (Driver Vehicle Service) certifications are preferred.   SELECTION PROCESS:   The selection process will consist of the following steps: a rating of relevant education (100%) . It is important that your application show all the relevant education and experience you possess . This information will be used to determine which candidates will proceed in the selection process. A submitted application is also used to verify the answers to any supplemental questions . Only those candidates who attain a passing score (70%) on each step in the selection process will be placed on the eligible list. The City of Minneapolis Human Resources Department reserves the right to limit the number in any phase of the selection process.    BACKGROUND CHECK:   The City has determined that a thorough Minneapolis Police Department criminal background check is necessary for positions with this job title. Applicants must sign an informed consent allowing the City to obtain their criminal history information in connection with the position sought . Applicants who do not sign the informed consent form will not be considered for the position.    DRUG AND ALCOHOL TESTING:   All job applicants must pass a pre-employment drug and alcohol test once a conditional offer of employment has been made . Applicants will be required to sign a notification and consent form prior to undergoing drug and alcohol testing . Applicants who do not consent to undergo drug and alcohol testing will not be required to do so and the City will withdraw the conditional job offer, resulting in the job applicant no longer being considered for the position.   UNION REPRESENTATION   This position is represented by a collective bargaining agreement between the City of Minneapolis and the [  American Federation of State, County and Municipal Employees (AFSCME)  ] . For more information on the terms and conditions of this agreement please visit the link above.   Knowledge, Skills and Abilities    Critical thinking and ability to manage time and resources in high-stress/high-volume environments.   Ability to build effective relationships within the enterprise and externally.   Ability to accommodate and communicate with individuals of different educational, cultural, and professional backgrounds and have other work and communication styles.   Ability to work as a “team member” with persons from differing backgrounds.   Having good attention to detail to ensure/maintain precise and accurate information.   Trustworthiness and ability to maintain confidentiality.   Personality to remain professional when dealing with demanding customers who may be frustrated by the data practice process.   Ability to work well with others in a professional setting.   Must have exemplary written and oral communication skills.   Knowledge and function of City departments.   Proficient at typing 35+ WPM.   Being able to multitask in a fast-paced environment and adapting to changes.   Must pass the Minneapolis Police Department's extensive background check (including local, state, and national levels).   Needing to learn new technologies to assist investigators/citizens effectively.   Knowledge of computers and Microsoft Office Products: Also includes PIMS, CAPRS Legacy, MyBCA, Winscribe, Tableau, Adobe Redacting Tools, Workforce Director, Outlook, CJIS/NCIC, Teams, People Finder, Statewide Supervision System, Subpoena Plus (trial calendar from Hennepin County district court), MN Government Access (MGA)/Odyssey (Hennepin County district court databases), HenRap (Jail repository of booking photos), Urban Dictionary, Google, Language Line, and Qmatic (service counter ticket taking system for MPD employees to assist customers).      Benefits Summary  Our employees enjoy competitive salaries and generous benefits. We pride ourselves on a comprehensive benefits program that supports employees' health and financial well-being. Programs, resources, and benefit eligibility varies based on position, average hours worked, location and length of service. For detailed benefits information, pleasevisit the benefits page .   New12 weeks of paid parental leave  City employees are eligible for up to 12 weeks of paid parental leave in the event of a birth or placement for adoption of a child.   Insurance   Health insurance  Eligibility for benefits begins the first of the month following employment date. The City of Minneapolis offers eligible employees one plan design with a choice of six provider networks, allowing you to select the best option for you. Available plans include Medica Choice Passport, Medica Elect, VantagePlus with Medica, Park Nicollet and HealthPartners Medical Group First with Medica, Ridgeview Community Network powered by Medica, and Clear Value with Medica.   Dental insurance  The City of Minneapolis offers dental insurance through Delta Dental of Minnesota and pays 100% of the monthly premium for eligible employees.   Benefits   Paid time off  Our generous leave package includes vacation, holidays and paid sick leave, which gives employees the opportunity to enhance their quality of life outside work. Amounts and accrual rates are based on years of experience and collective bargaining agreements .   Retirement  City employees earn a pension and may choose to participate in additional retirement savings programs.    Pension: The City of Minneapolis participates in the Public Employees Retirement Association (PERA). Employees and the City both contribute a percentage of your pay to fund future benefits.    Deferred compensation : Employees may choose to participate in pre-tax or after-tax savings plans through the Minnesota State Retirement System (MSRS).   Transportation  Eligible City employees may choose to participate in the following transportation programs:    Metropass: The Metropass program allows eligible employees to enroll in a pass for unlimited bus or light rail rides at a discounted price.    Parking or Van Pool:  The City of Minneapolis Transportation Benefits Plan gives you options to pay certain commuting costs, such as qualified parking and van pool expenses, with pre-tax dollars.    Learning and development  To engage and develop employees, the City of Minneapolis offers classes in leadership, cultural agility, change management and more. Additionally, educational discounts at Augsburg University, Hamline University, St. Catherine’s, and St. Mary's University of Minnesota are available to City employees.   Other perks  Employees can also take advantage of optional life insurance, flexible spending accounts, the Employee Assistance Program , health club discounts and more.  Closing Date/Time: 4/18/2024 11:59 PM Central
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        Position Description  This position responds to internal and external requests for police data, including reports, accident reports, and criminal histories; conducts Judicial Review processing of reports and validates names and addresses in PIMS (records management system) for data quality. The position assists Investigators, court, and County/City attorneys with transcription and other clerical duties and performs clerical and technical work that directly supports Sworn Police Officers. This position accesses and compiles numerous official files, documents, records, reports, and information MPD holds. Record Unit employee is required in their official duties to stay consistent with state and federal statutes. This position provides public-facing service at the Public Service Building (PSB) and serves as a receptionist for the investigative units at the PSB.   WORK LOCATION:   This position currently works on-site only .    SALARY:   Anticipated starting salary range: $27.21 - $33.08 /hour, depending on qualifications.   Job Duties and Responsibilities    Prioritize and manage work assigned: Provide customer service via service counter (2nd /8th floors PSB), email, and phone. Use US Mail/faxes/email/City’s online Open City portal for law enforcement data.   Generate crash accidents, police incidents, 911 incident detail reports, and other reports within compliance with MPD, city, state, and federal statutes and laws.   Act as liaison with the public, investigators, insurance agencies, and other entities by electronic mail, telephone, US Mail, fax, instant messenger, and other communication devices.   Make decisions on the proper data redaction by legal guidelines and unit and department policies. Follow up to ensure completeness and accuracy of response to requests. Respond to challenges to what has and has not been provided.   Validate data in PIMS so reports can be viewed by other department personnel. Update status in PIMS upon notification from an accepted authority, including changing codes to reflect booking documents and criminal history. Create PIMS reports from outside agency documents, for example, Child Abuse and Domestic Assault Units. Enter interviews into PIMS conducted by officers and investigators with individuals in a report. Enter citizen's property loss inventory information into PIMS. Create and enter all Arson reports from the Minneapolis Fire Department for the MPD Arson Unit. Scan insurance letters and other correspondence into PIMS.   Receive, redact, file, and disseminate law enforcement data by the MN Data Practices Act, local and federal statutes, and Police Department policies and procedures.   Conduct national (CJIS/NCIC) criminal database searches upon request from investigators. Check-in CJIS/NCIC for data requests for Minneapolis Police data from other law enforcement agencies locally or nationally.   Provide transcription of audio/visual (Body Worn Camera) interviews of parties involved in criminal cases and for other investigative units/precinct property crimes investigators, County/City Attorney Offices that have a strict court deadline for trials. Transcribe 911 calls.   Judicial Review - preparing required paperwork every weekend and on city-recognized holidays for court for in-custody arrests.   Create WAV files from Winscribe (a department repository of stored electronic interviews recorded from a digital recorder) for investigators and the County/City Attorney’s Office promptly.   Notarize and certify appropriate documents for public requests (Immigration, Clearance Letters, and Hennepin County Child Protection) and Judicial Review paperwork to indicate that this is an official document from the MPD records management system (PIMS/CAPRS Legacy).   Adapt to ever-changing technology and MN State Statutes and redacting guidelines from City  Attorney and City Clerk’s Offices (Responsible Authority for the City of Mpls.).   Ensure effective job organization and ability to multitask in a fast-paced environment.   Conduct research through multiple record management systems and police-related databases to fulfill requests.   Keep statistics on work assigned/completed.   Maintain booking sheet records by manually entering the data from the HCJ Booking Sheets daily with the Arrested Party’s record in PIMS.   Records Management System failures require Records Unit employees to manually and expeditiously enter sworn officers' police reports received via emails.   Access the court database to decipher the status of an MPD court case to determine what can/cannot be released for the police report following state statutes.   Distribute all inter-office and US Mail received for the Police Department. Maintain employee roster for mail distribution.   Review monthly lists of deceased names from the Medical Examiner’s Office to cross-check with our records management system and arrest files to provide to the FBI.   Investigate and clear names from the Bureau of Criminal Apprehension (BCA) Agency Interface Suspense database, either from no fingerprints taken or incorrect/invalid entries from the district court, jail records, or MPD officer(s).   Manually enter key-specific data from expungement orders from petitioners into a SharePoint site.   Assist with the 3x5 card project, which involves checking CAPRS Legacy and PIMS records management systems for the existence of an adult arrested party by MPD’s unique assigned identifying number.   Respond to special project requests from internal MPD sworn personnel.   Scan police department-related files as required.    Required Qualifications   MINIMUM EDUCATION:   Requires one year of post-high School education in criminal justice or related.   MINIMUM EXPERIENCE:  Two years of related experience.   EQUIVALENCY:  An equivalent combination of education and highly related experience in a similar environment may be considered.   LICENSES/CERTIFICATIONS:  BCA (Bureau of Criminal Apprehension) and DVS (Driver Vehicle Service) certifications are preferred.   SELECTION PROCESS:   The selection process will consist of the following steps: a rating of relevant education (100%) . It is important that your application show all the relevant education and experience you possess . This information will be used to determine which candidates will proceed in the selection process. A submitted application is also used to verify the answers to any supplemental questions . Only those candidates who attain a passing score (70%) on each step in the selection process will be placed on the eligible list. The City of Minneapolis Human Resources Department reserves the right to limit the number in any phase of the selection process.    BACKGROUND CHECK:   The City has determined that a thorough Minneapolis Police Department criminal background check is necessary for positions with this job title. Applicants must sign an informed consent allowing the City to obtain their criminal history information in connection with the position sought . Applicants who do not sign the informed consent form will not be considered for the position.    DRUG AND ALCOHOL TESTING:   All job applicants must pass a pre-employment drug and alcohol test once a conditional offer of employment has been made . Applicants will be required to sign a notification and consent form prior to undergoing drug and alcohol testing . Applicants who do not consent to undergo drug and alcohol testing will not be required to do so and the City will withdraw the conditional job offer, resulting in the job applicant no longer being considered for the position.   UNION REPRESENTATION   This position is represented by a collective bargaining agreement between the City of Minneapolis and the [  American Federation of State, County and Municipal Employees (AFSCME)  ] . For more information on the terms and conditions of this agreement please visit the link above.   Knowledge, Skills and Abilities    Critical thinking and ability to manage time and resources in high-stress/high-volume environments.   Ability to build effective relationships within the enterprise and externally.   Ability to accommodate and communicate with individuals of different educational, cultural, and professional backgrounds and have other work and communication styles.   Ability to work as a “team member” with persons from differing backgrounds.   Having good attention to detail to ensure/maintain precise and accurate information.   Trustworthiness and ability to maintain confidentiality.   Personality to remain professional when dealing with demanding customers who may be frustrated by the data practice process.   Ability to work well with others in a professional setting.   Must have exemplary written and oral communication skills.   Knowledge and function of City departments.   Proficient at typing 35+ WPM.   Being able to multitask in a fast-paced environment and adapting to changes.   Must pass the Minneapolis Police Department's extensive background check (including local, state, and national levels).   Needing to learn new technologies to assist investigators/citizens effectively.   Knowledge of computers and Microsoft Office Products: Also includes PIMS, CAPRS Legacy, MyBCA, Winscribe, Tableau, Adobe Redacting Tools, Workforce Director, Outlook, CJIS/NCIC, Teams, People Finder, Statewide Supervision System, Subpoena Plus (trial calendar from Hennepin County district court), MN Government Access (MGA)/Odyssey (Hennepin County district court databases), HenRap (Jail repository of booking photos), Urban Dictionary, Google, Language Line, and Qmatic (service counter ticket taking system for MPD employees to assist customers).      Benefits Summary  Our employees enjoy competitive salaries and generous benefits. We pride ourselves on a comprehensive benefits program that supports employees' health and financial well-being. Programs, resources, and benefit eligibility varies based on position, average hours worked, location and length of service. For detailed benefits information, pleasevisit the benefits page .   New12 weeks of paid parental leave  City employees are eligible for up to 12 weeks of paid parental leave in the event of a birth or placement for adoption of a child.   Insurance   Health insurance  Eligibility for benefits begins the first of the month following employment date. The City of Minneapolis offers eligible employees one plan design with a choice of six provider networks, allowing you to select the best option for you. Available plans include Medica Choice Passport, Medica Elect, VantagePlus with Medica, Park Nicollet and HealthPartners Medical Group First with Medica, Ridgeview Community Network powered by Medica, and Clear Value with Medica.   Dental insurance  The City of Minneapolis offers dental insurance through Delta Dental of Minnesota and pays 100% of the monthly premium for eligible employees.   Benefits   Paid time off  Our generous leave package includes vacation, holidays and paid sick leave, which gives employees the opportunity to enhance their quality of life outside work. Amounts and accrual rates are based on years of experience and collective bargaining agreements .   Retirement  City employees earn a pension and may choose to participate in additional retirement savings programs.    Pension: The City of Minneapolis participates in the Public Employees Retirement Association (PERA). Employees and the City both contribute a percentage of your pay to fund future benefits.    Deferred compensation : Employees may choose to participate in pre-tax or after-tax savings plans through the Minnesota State Retirement System (MSRS).   Transportation  Eligible City employees may choose to participate in the following transportation programs:    Metropass: The Metropass program allows eligible employees to enroll in a pass for unlimited bus or light rail rides at a discounted price.    Parking or Van Pool:  The City of Minneapolis Transportation Benefits Plan gives you options to pay certain commuting costs, such as qualified parking and van pool expenses, with pre-tax dollars.    Learning and development  To engage and develop employees, the City of Minneapolis offers classes in leadership, cultural agility, change management and more. Additionally, educational discounts at Augsburg University, Hamline University, St. Catherine’s, and St. Mary's University of Minnesota are available to City employees.   Other perks  Employees can also take advantage of optional life insurance, flexible spending accounts, the Employee Assistance Program , health club discounts and more.  Closing Date/Time: 4/18/2024 11:59 PM Central
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                                            CITY OF ATLANTA, GA
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             At the City of Atlanta, we are passionate about building and improving our community. Our police officers, firefighters and building inspectors keep our citizens safe. Our Public Works staff keeps our City clean and helps maintain, build and improve our City’s infrastructure. Our City planners help envision and shape future City growth. Our Parks & Recreation professionals enhance our quality of life.       Our engineers help keep our drinking water clean, the largest airport in the world (by passenger volume) operating and our buildings maintained. Along with the host of Finance, Procurement, and Human Resources professionals whose support is vital, we are the City of Atlanta! If you are seeking a meaningful role where you can make a real difference improving and growing our City, we welcome you to explore the job opportunities we have to offer.       Posting Expires: April 10, 2024       Salary: $40,019/annually     PURPOSE OF JOB:    The purpose of this position is to prepare and process Failure to Appear (FTA) warrants and process other warrants issued by the municipal court; preparing records for entry of warrants into Georgia Crime Information Center (GCIC); validating and verifying active warrants; coordinating communications for the removal and cancellation of FTA warrants; running criminal and driver histories via GCIC database; and performing administrative and clerical functions related to warrants or other court operation-related activities.    ESSENTIAL DUTIES AND RESPONSIBILITIES    The following duties are normal for this job. These are not to be construed as exclusive or all-inclusive. Incumbent may perform other duties not articulated in this job description as determined by the assignment judge, court administrator, deputy court administrator, deputy chief clerk and/or court operations manager.    Administrative Duties and Quality Control :     Runs FTA reports via the court case management system (CMS) and identifies FTA cases.    Generates warrants for all outstanding FTA cases.   Scans and dockets signed warrants into the court case management system (CMS).   Add appropriate alerts to the FTA cases via CMS or otherwise.   Runs Driver’s Query & Inquiry (CCH and FBI III files) on all FTA warrants forwarded to the Atlanta Police Department (APD) GCIC Unit.   Prepares necessary paperwork for processing warrants to be transferred to APD.   Runs a daily tickler code in CMS to search for warrants that have previously been sent to APD but are no longer active.   Adds a docket code to all cases sent to APD to be placed on GCIC.   Scans cancellations or located persons into the CMS docket history.   Modifies, clears, cancels and validates all FTA warrants entered into GCIC monthly.   Files and maintains all warrants active, inactive, served, and cleared warrants.   Maintains all supporting warrant documents including criminal history/drivers history records.   Researches old warrant cases for payment/ balance verification.   Other duties as assigned.      Communication :     Acquires a judge’s signature for all FTA warrants.   Completes the FTA wanted notice.   Transfer warrants to APD GCIC Unit within the mandated 12 hour time frame.   Notifies APD when a case is resolved by fine payment or rescheduled before the court.       Knowledge/Skills/Ability (KSAs) :    Has basic knowledge of court policies and procedures, City of Atlanta and State codes, ordinances and laws. Has thorough knowledge of the organization, functions, jurisdiction and authority of the court. Has basic knowledge of Georgia Crime Information Center (GCIC) rules and regulations. Has the ability to operate GCIC to run criminal and drivers history records. Has the ability to read and interpret criminal and driver’s history records. Has the ability to handle/maintain confidential information. Has the ability to compile, organize, prepare and maintain an assortment of records and information in an effective manner and according to court operations and regulations. Has knowledge of the terminology used within the court system. Has the ability to communicate and maintain effective working relationships with judges, law enforcement officers and civilians, court officials, attorneys, court employees and the general public. Has the ability to operate a computer and use automated case management system for input, retrieval and tracking of data. Has the ability to be flexible with work schedules requiring shift work. Has the ability to work under stress related to duties that require constant attention to detail and tight deadlines.    Minimum Essential Education, Experience and Training Requirements :   High school diploma or GED plus knowledge, skills and abilities acquired through two or more years of professional work experience, preferably in a judicial, law enforcement or jail environment or a college degree in Criminal Justice or related field and at least one year of professional work experience, preferably in a judicial, law enforcement or jail environment; or any equivalent combination of education, training, relevant professional certification and experience deemed as providing the requisite knowledge, skills, and abilities for this job. Knowledge of Georgia Crime Information Center (GCIC) rules and regulations through previous attainment of certification preferred. Ability to obtain and annually maintain GCIC Certification at the entry-level certification within given timeframes is required for this position. Ability to work various shifts as necessary required.   ( ADA Minimum Standards Required to Perform Essential Job Functions :    Physical Requirements : Must be physically able to operate a variety of job related machines and/or office equipment. Must be able to accurately enter data into a computer through typing or other equally acceptable entry alternatives. Must be able to move or carry job related objects or materials. Physical demand requirements are at levels of those for sedentary or office environment work. Must be able to sit at a desk for extended periods of time without a break.    Data Conception : Requires the ability to compare and/or judge the readily observable functional, technical, structural, compositional or identifiable characteristics (whether similar to or divert from obvious standards) of data, people, or things.   Interpersonal Communication : Requires the ability to communicate with people to convey or exchange professional information.   Language ability: Requires the ability to read a variety of professional, technical and administrative documentation, directions, instructions, methods and procedures. Requires the ability to produce reports with proper format, punctuation, spelling and grammar, using all parts of speech. Requires the ability to communicate with and before others using correct English.   Intelligence: Requires the ability to learn and understand subject matter principles and techniques; to make independent judgments in absence of supervision within the scope of respective job duties and tasks; to acquire and be able to expound on knowledge of topics related to primary occupation.   Numerical Aptitude : Require the ability to utilize mathematical formulas; add and subtract; multiply and divide totals; determine percentages; determine time and weight; and interpret same as may by appropriate.   Form/Spatial Aptitude : Requires the ability to inspect items for proper length, width and shape.    Motor Coordination : Requires the ability to utilize job related equipment in the course of accomplishing job  duties and tasks associated with respective primary duties.   Color Discrimination : May require the ability to differentiate colors and shades of color.   Interpersonal Temperament : Requires the ability to interact with people (i.e. staff, supervisors, general  public and elected officials) beyond giving the receiving instructions. Must be adaptable to performing under minimal stress when confronted with a deadline or an emergency.   The City of Atlanta is an equal opportunity employe r  Closing Date/Time: 2024-04-11
        

    

    
        
            Mar 28, 2024
        

                                    Full Time
                                     
    

    
         At the City of Atlanta, we are passionate about building and improving our community. Our police officers, firefighters and building inspectors keep our citizens safe. Our Public Works staff keeps our City clean and helps maintain, build and improve our City’s infrastructure. Our City planners help envision and shape future City growth. Our Parks & Recreation professionals enhance our quality of life.       Our engineers help keep our drinking water clean, the largest airport in the world (by passenger volume) operating and our buildings maintained. Along with the host of Finance, Procurement, and Human Resources professionals whose support is vital, we are the City of Atlanta! If you are seeking a meaningful role where you can make a real difference improving and growing our City, we welcome you to explore the job opportunities we have to offer.       Posting Expires: April 10, 2024       Salary: $40,019/annually     PURPOSE OF JOB:    The purpose of this position is to prepare and process Failure to Appear (FTA) warrants and process other warrants issued by the municipal court; preparing records for entry of warrants into Georgia Crime Information Center (GCIC); validating and verifying active warrants; coordinating communications for the removal and cancellation of FTA warrants; running criminal and driver histories via GCIC database; and performing administrative and clerical functions related to warrants or other court operation-related activities.    ESSENTIAL DUTIES AND RESPONSIBILITIES    The following duties are normal for this job. These are not to be construed as exclusive or all-inclusive. Incumbent may perform other duties not articulated in this job description as determined by the assignment judge, court administrator, deputy court administrator, deputy chief clerk and/or court operations manager.    Administrative Duties and Quality Control :     Runs FTA reports via the court case management system (CMS) and identifies FTA cases.    Generates warrants for all outstanding FTA cases.   Scans and dockets signed warrants into the court case management system (CMS).   Add appropriate alerts to the FTA cases via CMS or otherwise.   Runs Driver’s Query & Inquiry (CCH and FBI III files) on all FTA warrants forwarded to the Atlanta Police Department (APD) GCIC Unit.   Prepares necessary paperwork for processing warrants to be transferred to APD.   Runs a daily tickler code in CMS to search for warrants that have previously been sent to APD but are no longer active.   Adds a docket code to all cases sent to APD to be placed on GCIC.   Scans cancellations or located persons into the CMS docket history.   Modifies, clears, cancels and validates all FTA warrants entered into GCIC monthly.   Files and maintains all warrants active, inactive, served, and cleared warrants.   Maintains all supporting warrant documents including criminal history/drivers history records.   Researches old warrant cases for payment/ balance verification.   Other duties as assigned.      Communication :     Acquires a judge’s signature for all FTA warrants.   Completes the FTA wanted notice.   Transfer warrants to APD GCIC Unit within the mandated 12 hour time frame.   Notifies APD when a case is resolved by fine payment or rescheduled before the court.       Knowledge/Skills/Ability (KSAs) :    Has basic knowledge of court policies and procedures, City of Atlanta and State codes, ordinances and laws. Has thorough knowledge of the organization, functions, jurisdiction and authority of the court. Has basic knowledge of Georgia Crime Information Center (GCIC) rules and regulations. Has the ability to operate GCIC to run criminal and drivers history records. Has the ability to read and interpret criminal and driver’s history records. Has the ability to handle/maintain confidential information. Has the ability to compile, organize, prepare and maintain an assortment of records and information in an effective manner and according to court operations and regulations. Has knowledge of the terminology used within the court system. Has the ability to communicate and maintain effective working relationships with judges, law enforcement officers and civilians, court officials, attorneys, court employees and the general public. Has the ability to operate a computer and use automated case management system for input, retrieval and tracking of data. Has the ability to be flexible with work schedules requiring shift work. Has the ability to work under stress related to duties that require constant attention to detail and tight deadlines.    Minimum Essential Education, Experience and Training Requirements :   High school diploma or GED plus knowledge, skills and abilities acquired through two or more years of professional work experience, preferably in a judicial, law enforcement or jail environment or a college degree in Criminal Justice or related field and at least one year of professional work experience, preferably in a judicial, law enforcement or jail environment; or any equivalent combination of education, training, relevant professional certification and experience deemed as providing the requisite knowledge, skills, and abilities for this job. Knowledge of Georgia Crime Information Center (GCIC) rules and regulations through previous attainment of certification preferred. Ability to obtain and annually maintain GCIC Certification at the entry-level certification within given timeframes is required for this position. Ability to work various shifts as necessary required.   ( ADA Minimum Standards Required to Perform Essential Job Functions :    Physical Requirements : Must be physically able to operate a variety of job related machines and/or office equipment. Must be able to accurately enter data into a computer through typing or other equally acceptable entry alternatives. Must be able to move or carry job related objects or materials. Physical demand requirements are at levels of those for sedentary or office environment work. Must be able to sit at a desk for extended periods of time without a break.    Data Conception : Requires the ability to compare and/or judge the readily observable functional, technical, structural, compositional or identifiable characteristics (whether similar to or divert from obvious standards) of data, people, or things.   Interpersonal Communication : Requires the ability to communicate with people to convey or exchange professional information.   Language ability: Requires the ability to read a variety of professional, technical and administrative documentation, directions, instructions, methods and procedures. Requires the ability to produce reports with proper format, punctuation, spelling and grammar, using all parts of speech. Requires the ability to communicate with and before others using correct English.   Intelligence: Requires the ability to learn and understand subject matter principles and techniques; to make independent judgments in absence of supervision within the scope of respective job duties and tasks; to acquire and be able to expound on knowledge of topics related to primary occupation.   Numerical Aptitude : Require the ability to utilize mathematical formulas; add and subtract; multiply and divide totals; determine percentages; determine time and weight; and interpret same as may by appropriate.   Form/Spatial Aptitude : Requires the ability to inspect items for proper length, width and shape.    Motor Coordination : Requires the ability to utilize job related equipment in the course of accomplishing job  duties and tasks associated with respective primary duties.   Color Discrimination : May require the ability to differentiate colors and shades of color.   Interpersonal Temperament : Requires the ability to interact with people (i.e. staff, supervisors, general  public and elected officials) beyond giving the receiving instructions. Must be adaptable to performing under minimal stress when confronted with a deadline or an emergency.   The City of Atlanta is an equal opportunity employe r  Closing Date/Time: 2024-04-11
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            CAREER DESCRIPTION     Information Processing Technician      In addition to performance-based merit increases, this position is scheduled to receive salary range increases on the following dates:    Effective June 28, 2024 - 4.25% increase Effective June 27, 2025 - 4.00% increase    This recruitment is open to the public for a minimum of five (5) business days and will remain open on a continuous basis until the needs of the County are met. Qualified applicants are encouraged to apply immediately.     The Eligible List established from this recruitment will be used to fill current and future Information Processing Technician vacancies until the next recruitment. The current vacancy is within the Social Services Agency. This list may also be used to fill positions in similar and/or lower classifications within the County of Orange.      DO YOU HAVE WHAT IT TAKES?     -Type at a corrected rate from 45 to 60 words per minute  - Produce a variety of difficult and complex materials  - Advanced keyboarding and correction skills  Click  here  to review  Examples of Duties.    THE OPPORTUNITY     The current vacancies are with the Social Services Agency (SSA). Note: Some SSA positions will be assigned to work in the southern part of Orange County.   Click  here  to learn more about the Social Services Agency. Click  here  to learn more about the County of Orange.   DESIRABLE QUALIFICATIONS:     The ideal candidate must demonstrate sufficient hands on experience using Microsoft Word, Excel and Outlook.     MINIMUM QUALIFICATIONS  Click here to view the Minimum Qualifications for the  Information Processing Technician  classification.     SPECIAL QUALIFICATIONS (For SSA candidates only)     Candidates will be required to undergo a background clearance check from California Department of Social Services (CDSS) and Community Care Licensing (CCL) and must successfully clear prior to the start of their employment. All employment offers are contingent upon successful completion of a background check. Areas considered in the background check include conviction history, employment history, professional references and education verification (i.e. degree, license, or official transcripts) if applicable. Foreign degrees require an evaluation of U.S. equivalency by an agency that is a member of the National Association of Credential Services (NACES). In addition, a Child Abuse Central Index (CACI) background clearance check may be required. CACI is a repository of child abuse investigation reports managed by the Department of Justice (DOJ) that contains information related to substantiated cases of physical abuse, sexual abuse, mental/emotional abuse, and/or severe neglect of a child.   PHYSICAL AND MENTAL REQUIREMENTS     Possess vision sufficient to read standard text and a computer monitor; speak and hear well enough to communicate clearly and understandably in person and over the phone to individuals and groups; possess body mobility to stand, sit, walk, stoop, and bend routinely to perform daily tasks and to access a standard office environment; possess manual dexterity sufficient to use hands, arms and shoulders repetitively to operate a keyboard and utilize office equipment.    ENVIRONMENTAL AND WORKING CONDITIONS  Function effectively in a standard office environment with moderate noise level.   RECRUITMENT PROCESS  Human Resource Services (HRS) screens all application materials for minimum and/or desirable qualifications. After screening, qualified candidates will be referred to the next step in the recruitment process. All candidates will be notified via email of their status in the process.    Application Screening: (Refer/Non-Refer)    Human Resource Services (HRS) will initially screen applications for the minimum qualifications. Only those applications that meet the required qualifications will be referred to the next step.    Online Assessment | Weighted 100%  HRS will administer an online exam which may include a typing test and the ability to use Microsoft Word and Microsoft Excel.  Click here for Online Assessment practice tests. Please note that the level of difficulty of the practice tests may not exactly reflect the level of difficulty of the test you will be asked to complete.    Veterans Employment Preference     The County is committed to providing a mechanism to give preferential consideration in the employment process to veterans and their eligible spouses and will provide eligible participants the opportunity to receive interviews in the selection process for employment and paid internship openings.    Please click here to review the policy.       Eligible List    Once the assessment has been completed, HRS will establish an eligible list of candidates. Candidates placed on the eligible list may be referred to a selection interview to be considered for present and future vacancies. Only the most successful candidates will be placed on the eligible list.   Based on the Department's needs, the selection procedures listed above may be modified. Applicants will be notified of any changes in the selection procedures.   ADDITIONAL INFORMATION   Please see below for important information regarding COVID-19 related recommendations.   Effective April 3, 2023, it is strongly recommended that County employees working in health care settings and correctional facilities follow vaccination and booster guidelines provided by the California Department of Public Health (CDPH) and the Centers for Disease Control and Prevention (CDC). Please click here to see the latest guidance for more details.    EMAIL NOTIFICATION      Email is the primary form of notification during the recruitment process. Please ensure your correct email address is included in our application and use only one email account.    NOTE: User accounts are established for one person only and should not be shared with another person. Multiple applications with multiple users may jeopardize your status in the recruitment    process for any positions for which you apply.      Candidates will be notified regarding their status as the recruitment proceeds via email through the GovernmentJobs.com site. Please check your email folders, including spam/junk folders, and/or accept emails ending with "governmentjobs.com" and "ocgov.com." If your email address should change, please update your profile at www.governmentjobs.com .     FREQUENTLY ASKED QUESTIONS     Click here for additional Frequently Asked Questions.    For specific information pertaining to this recruitment, contact  Jamiee Lang at  jamiee.lang  @ssa.ocgov.com  or  (714) 245-6227 .   EEO INFORMATION    Orange County, as an equal employment opportunity employer, encourages applicants from diverse backgrounds to apply.    Non-Management Benefits  In addition to the County's standard suite of benefits, such as a variety of health plan options, annual leave and paid holidays--we also offer an excellent array of benefits such as a Health Care Reimbursement Account, 457 Defined Contribution Plan and Annual Education and Professional Reimbursement. Employees are provided a Retirement Plan through the Orange County Employees Retirement System (OCERS).   Please go to the following link to find out more about Defined Benefit Pensions and OCERS Plan Types/Benefits.  http://www.ocers.org/active-member-information   Click here for information about benefits offered to County of Orange employees.  Closing Date/Time: Continuous
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        CAREER DESCRIPTION     Information Processing Technician      In addition to performance-based merit increases, this position is scheduled to receive salary range increases on the following dates:    Effective June 28, 2024 - 4.25% increase Effective June 27, 2025 - 4.00% increase    This recruitment is open to the public for a minimum of five (5) business days and will remain open on a continuous basis until the needs of the County are met. Qualified applicants are encouraged to apply immediately.     The Eligible List established from this recruitment will be used to fill current and future Information Processing Technician vacancies until the next recruitment. The current vacancy is within the Social Services Agency. This list may also be used to fill positions in similar and/or lower classifications within the County of Orange.      DO YOU HAVE WHAT IT TAKES?     -Type at a corrected rate from 45 to 60 words per minute  - Produce a variety of difficult and complex materials  - Advanced keyboarding and correction skills  Click  here  to review  Examples of Duties.    THE OPPORTUNITY     The current vacancies are with the Social Services Agency (SSA). Note: Some SSA positions will be assigned to work in the southern part of Orange County.   Click  here  to learn more about the Social Services Agency. Click  here  to learn more about the County of Orange.   DESIRABLE QUALIFICATIONS:     The ideal candidate must demonstrate sufficient hands on experience using Microsoft Word, Excel and Outlook.     MINIMUM QUALIFICATIONS  Click here to view the Minimum Qualifications for the  Information Processing Technician  classification.     SPECIAL QUALIFICATIONS (For SSA candidates only)     Candidates will be required to undergo a background clearance check from California Department of Social Services (CDSS) and Community Care Licensing (CCL) and must successfully clear prior to the start of their employment. All employment offers are contingent upon successful completion of a background check. Areas considered in the background check include conviction history, employment history, professional references and education verification (i.e. degree, license, or official transcripts) if applicable. Foreign degrees require an evaluation of U.S. equivalency by an agency that is a member of the National Association of Credential Services (NACES). In addition, a Child Abuse Central Index (CACI) background clearance check may be required. CACI is a repository of child abuse investigation reports managed by the Department of Justice (DOJ) that contains information related to substantiated cases of physical abuse, sexual abuse, mental/emotional abuse, and/or severe neglect of a child.   PHYSICAL AND MENTAL REQUIREMENTS     Possess vision sufficient to read standard text and a computer monitor; speak and hear well enough to communicate clearly and understandably in person and over the phone to individuals and groups; possess body mobility to stand, sit, walk, stoop, and bend routinely to perform daily tasks and to access a standard office environment; possess manual dexterity sufficient to use hands, arms and shoulders repetitively to operate a keyboard and utilize office equipment.    ENVIRONMENTAL AND WORKING CONDITIONS  Function effectively in a standard office environment with moderate noise level.   RECRUITMENT PROCESS  Human Resource Services (HRS) screens all application materials for minimum and/or desirable qualifications. After screening, qualified candidates will be referred to the next step in the recruitment process. All candidates will be notified via email of their status in the process.    Application Screening: (Refer/Non-Refer)    Human Resource Services (HRS) will initially screen applications for the minimum qualifications. Only those applications that meet the required qualifications will be referred to the next step.    Online Assessment | Weighted 100%  HRS will administer an online exam which may include a typing test and the ability to use Microsoft Word and Microsoft Excel.  Click here for Online Assessment practice tests. Please note that the level of difficulty of the practice tests may not exactly reflect the level of difficulty of the test you will be asked to complete.    Veterans Employment Preference     The County is committed to providing a mechanism to give preferential consideration in the employment process to veterans and their eligible spouses and will provide eligible participants the opportunity to receive interviews in the selection process for employment and paid internship openings.    Please click here to review the policy.       Eligible List    Once the assessment has been completed, HRS will establish an eligible list of candidates. Candidates placed on the eligible list may be referred to a selection interview to be considered for present and future vacancies. Only the most successful candidates will be placed on the eligible list.   Based on the Department's needs, the selection procedures listed above may be modified. Applicants will be notified of any changes in the selection procedures.   ADDITIONAL INFORMATION   Please see below for important information regarding COVID-19 related recommendations.   Effective April 3, 2023, it is strongly recommended that County employees working in health care settings and correctional facilities follow vaccination and booster guidelines provided by the California Department of Public Health (CDPH) and the Centers for Disease Control and Prevention (CDC). Please click here to see the latest guidance for more details.    EMAIL NOTIFICATION      Email is the primary form of notification during the recruitment process. Please ensure your correct email address is included in our application and use only one email account.    NOTE: User accounts are established for one person only and should not be shared with another person. Multiple applications with multiple users may jeopardize your status in the recruitment    process for any positions for which you apply.      Candidates will be notified regarding their status as the recruitment proceeds via email through the GovernmentJobs.com site. Please check your email folders, including spam/junk folders, and/or accept emails ending with "governmentjobs.com" and "ocgov.com." If your email address should change, please update your profile at www.governmentjobs.com .     FREQUENTLY ASKED QUESTIONS     Click here for additional Frequently Asked Questions.    For specific information pertaining to this recruitment, contact  Jamiee Lang at  jamiee.lang  @ssa.ocgov.com  or  (714) 245-6227 .   EEO INFORMATION    Orange County, as an equal employment opportunity employer, encourages applicants from diverse backgrounds to apply.    Non-Management Benefits  In addition to the County's standard suite of benefits, such as a variety of health plan options, annual leave and paid holidays--we also offer an excellent array of benefits such as a Health Care Reimbursement Account, 457 Defined Contribution Plan and Annual Education and Professional Reimbursement. Employees are provided a Retirement Plan through the Orange County Employees Retirement System (OCERS).   Please go to the following link to find out more about Defined Benefit Pensions and OCERS Plan Types/Benefits.  http://www.ocers.org/active-member-information   Click here for information about benefits offered to County of Orange employees.  Closing Date/Time: Continuous
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            Position Description  Under direction of a supervisor or management, performs a variety of operational, supportive, and administrative duties within assigned division of the District Attorney’s Office; provides information and services to crime victims and witnesses; provides trial support; coordinates victim and witness court appearances; and performs related work as required.    DISTINGUISHING CHARACTERISTICS    District Attorney Services Specialist I   This is the entry-level class for District Attorney Services Specialist series. Incumbent will process reports and documents in strict adherence to State law and Department procedures. Incumbent is expected to keep current on changes in report and document processing requirements. Incumbent will operate a Departmental case management system and related systems in strict accordance with the law. This class series requires the ability to provide appropriate information and answer basic questions from the public related to the criminal justice system, both in-person and over the telephone.   District Attorney Services Specialist II   This is the journey level position within the series. In addition to the above, incumbents will be assigned to more increasingly difficult tasks within the Department, including being responsive to the needs of victims of crimes, demonstrating sensitivity to and establishing rapport with victims of crime, and exhibiting emotional stability under conditions of high stress. Incumbents will be able to assist victims in recovering their personal property held in evidence, facilitate victim compensation applications, and provide court accompaniment. Incumbent is eligible for assignment to the Victim Services division, wherein Incumbent must successfully complete required trainings and must exhibit a high level of understanding of the specific duties and prohibited activities under prevailing program restrictions, including VOCA regulations, State and Federal grantor regulations, and the Penal Code.   District Attorney Services Specialist III   This is the advanced level position within the series. In addition to the above, responsibilities require the frequent use of initiative and independent judgment in scheduling and coordination of office activities and in dealing with sensitive assignments. Incumbents are responsible for the more complex assignments, including vertical assignments to a trial team in complex and high-profile cases, and work with greater independence from close review. Incumbents can work effectively with victims, witnesses, and prosecutors with limited supervision in more serious cases and in rapidly changing situations and circumstances. Incumbents may arrange for transportation, escort, and support for witnesses and victims during court appearances in more serious cases.   District Attorney Services Specialist IV   This is the senior level position within the series. In addition to the above, incumbents will work with minimal review, may be assigned to carry out special assignments in support of the assigned division, and may be part of complex multi-disciplinary teams. Incumbents may be tasked with collecting data and preparing reports for their assigned division of the Department and may act in a lead capacity by providing training and guidance to subordinates and developing and maintaining special programs. Incumbent is able to develop or advance a comprehensive crisis response and mass victimization assistance plan structured to identify and respond to victim needs such as: safety, food, shelter, and immediate services in the aftermath of a crime-related mass victimization or terrorism incident.  Example of Duties  (Duties vary depending on assignment)   Operates Departmental case management system and related systems in strict accordance with the law.  Operates a word processor, email, or other system for required public, Departmental, and external agency communications.  Attends court and accompanies victims and witnesses to court as directed.  Trains or assists in training of personnel.  Prepares, maintains, and tracks proper flow of information, documents, and forms.  Performs various operational duties, such as answering phones, processing mail, maintaining supplies, transcribing, typing, filing, etc.  Ensures proper tracking, and prepares and processes property release forms, and assists victims in recovering personal property held in evidence.  Prepares applications for victim compensation by obtaining necessary information and documents, completing and submitting claims to State Victims Compensation Board.  Obtain necessary information from victims, witnesses, and others through interview and observation for matters including preparation and coordination of court appearances.  Ensures accurate and timely documentation of case activities; provides victims, witnesses, and others with information, education regarding the criminal justice system.  Reviews reports from law enforcement agencies and contacts victims or witnesses as directed; accurately and timely documenting contact; maintaining contact as directed.  Responds to crime scenes, once deemed secure, as directed, to offer victim assistance or provide services.  Performs outreach services to victims; make presentations and provide victim centered training to partner agencies, make public presentations and conduct publicity.  If assigned to Victim Services division, prepares functional time sheets and record keeping to ensure compliance with prevailing program restrictions.    Minimum Qualifications    Knowledge of:     District Attorney Services Specialist I/II/III/IV   General principals of criminal law and procedures including a basic knowledge of the laws on discovery and evidence; operations, procedures, specific rules, and professional standards of the Department; effective crime victim and witness communication techniques, modern methods to maintain contact with victims and witnesses, applicable legal procedures, rules of confidentiality, and community resources for crime victims; modern office methods and practices including common software and web based applications; business English, including vocabulary, correct grammatical usage and punctuation; modem filing methods; common office machines and their operation, including use of personal computers.    Ability To:     District Attorney Services Specialist I/II/III/IV   Understand and apply established program guidelines; effectively communicate both orally and in writing in routine and high pressure situations; prepare, maintain, and review documents, records and reports with accuracy and in an organized manner; maintain a high degree of maturity, integrity, loyalty, accountability, sound judgment, and confidentiality; establish and maintain professional and effective working relationships with those contacted in the course of work including co-workers, court personnel, law enforcement, crime victims and witnesses, and the public; assist in the developing and implementing of goals, objectives, work sites, policies, procedures, and work standards; evaluate situations accurately and adopt or recommend solutions; carry out complex oral and written directions; read and understand legal forms; read, understand and apply legislative and administrative laws, codes and regulations as directed; and type accurately at a net rate of 60 words per minute.    EDUCATION AND EXPERIENCE     Any combination of training, experience and education, which would provide the required knowledge, skills and abilities, is qualifying. A typical way to obtain the required knowledge and abilities would be:   District Attorney Services Specialist I   Equivalent to graduation from high school supplemented by college-level course work in administration or technical subjects related to the area in which assigned and two (2) years of responsible office administrative support experience.  District Attorney Services Specialist II   One year of experience in a position comparable to a District Attorney Services Specialist I. In addition, candidates must demonstrate competency in technical work. A Bachelor’s degree in criminal justice or related field can substitute for up to two (2) years of position specific experience. Successful completion of Victim Advocate training required within one year of appointment.  District Attorney Services Specialist III   Three years of experience in a position comparable to a District Attorney Services Specialist II. In addition, candidates must demonstrate proficiency in basic law enforcement and court procedures and in assisting victims and witnesses of crime. A Bachelor’s degree in criminal justice or related field can substitute for up to two (2) years of position specific experience. Successful completion of a POST approved law enforcement academy can substitute one (1) year of position specific experience. Successful completion of advanced Victim Advocate training required within one year of appointment.  District Attorney Services Specialist IV   Five years of experience in a position comparable to a District Attorney Services Specialist III. In addition, candidates must demonstrate proficiency in court and evidence tracking procedures, demonstrate the ability to communicate and support victims and witnesses of crime in sensitive cases, and be able to understand legislative and administrative laws, codes and regulations as directed. A Bachelor’s degree in criminal justice or related field can substitute for up to two (2) years of position specific experience. Successful completion of a POST approved law enforcement academy can substitute one (1) year of position specific experience.   Special Requirements  Possession of an appropriate California driver’s license issued by the State Department of Motor Vehicles.  Must pass the California State Department of Justice Criminal History Background check.    Bargaining Unit 10 - Calaveras County Public Service Employees Association   For available Health/Dental/Vision insurance please visit the County BENEFITS WEBPAGE.   Please note that Extra-hire positions that are benefitted, are only offered our CORE medical plan and are not offered dental or vision.      NEW * Assist-To-Own program to help Couny employees purchase a home.      Program Highlights:   Down Payment Assistance, up to 5.5% of the Total Mortgage Loan.   Available with purchase of a primary residence.   Variety of Mortgage Loan options (FHA, VA, USDA and Conventional Mortgage Loans).   No first-time homebuyer requirement to qualify.   Flexible guidelines: Minimum FICO 640; Maximum DTI 50%.   Flexible income limits, up to moderate income levels; no income limits for FHA and VA.  For more information, vists Calaveras County Assist-to-Own    Uniform Allowance: $650.04 per calendar year for specific positionssplit into monthly payments.Payments will be made monthly on the second pay check. Qualifying Classifications : Crime Scene Specialist/Property Room Manager, Deputy Probation Officer I/II/III, Correctional Cook I/II, Correctional Technician, Correctional Officer, Correctional Corporal, Correctional Sergeant, Dispatcher Clerk, Sr. Dispatcher, and Animal Control Officer I/II/III. The County shall pay a two hundred dollar and four cent ($200.04) per calendar year uniform maintenance allowance to Animal Shelter Assistant.   Uniform Allowance(Shirt): $200.04 per calendar year split into monthly payments. Qualifying Classifications : Animal Shelter Assistant   Professional Time Off : 80 hours annually, prorated to 40 hours if hired after July 1st.  Qualifying Classifications : Deputy District Attorney I/II/III/IV   Extra-Hire:  Extra-hire employees are not eligible for step advances, vacation, seniority rights, holiday pay or other certain employee benefits. They are entitled to 24 hours of sick leave per year and eligilbe for the county's CORE Medical plan but not eligible for dental or vision insurance.   Vacation days:    0 - 3 complete years = 80 hours per year.  After 6 months you can take your first week.  3 - 10 complete years = 120 hours per year  10 years+ = 160 per year   Holidays :13 paid holidays per year.   Life Insurance:  $50,000.00 County paid   Sick Leave:  12 days annual sick leave accrual with unlimited accumulation.  Sick leave is accrued at 3.69 hours for each full 80 hours of payroll period.  60 hours of sick leave can be used for immediate family, parent spouse, child or sibling.   Merit:  After successfully completing twenty-six (26) pay periods, a 5% merit increase may be granted.Merit increases may be granted annually thereafter to the top step.    Probation Period:  New employees remain in a probationary status for 26 pay periods.   Longevity Incentives @ 2.5% for each of the following:     5.5 years (if hired before March 28, 2005)   6 years   10 years                  15 years   20 years                25 years    Bi-Lingual pay :$50 per month for specific approved job classifications.   Flexible Spending:  Pre-Tax Medical Reimbursement - Max contribution of $2,500 annually   Flexible Spending: Pre-Tax Dependent Care Account - Max contribution of $5,000 annually   Section 125 Plan :Additional insurance is available through the Section 125 plan and may be purchased from arepresentative during open enrollment or by appointment when they are on-site.  AFLAC Heart & Stroke Insurance  Cancer Insurance  Accident Insurance  Universal Life Insurance  Short Term Disability Insurance  LEGALSHEILD    CALPERS RETIREMENT INFORMATION:     CalPERS:  CLASSIC MEMBERS: 2% at 55 PEPRA MEMBERS: 2% at 62   Extra-Hire's will be enrolled into Public Agency Retirement System (PARS) unless you are already a member of CalPERS.  ???????   SAFETY CalPERS: for Correctional Officer, Correctional Corporal, Correctional Sergeant and Deputy Probation Officer I/II/III. CLASSIC MEMBERS: 3% at 50 PEPRA MEMBERS: 2.7% at 57   Additional Retirement Plan:   The County offers a 457(b) Government plan. Employees can contribute to this deferred compensation plan ( Pre-Tax ).The County currently utilizes VALIC.   Participating employees will receive a County paid match of up to $50 a month.   Closing Date/Time: Continuous
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        Position Description  Under direction of a supervisor or management, performs a variety of operational, supportive, and administrative duties within assigned division of the District Attorney’s Office; provides information and services to crime victims and witnesses; provides trial support; coordinates victim and witness court appearances; and performs related work as required.    DISTINGUISHING CHARACTERISTICS    District Attorney Services Specialist I   This is the entry-level class for District Attorney Services Specialist series. Incumbent will process reports and documents in strict adherence to State law and Department procedures. Incumbent is expected to keep current on changes in report and document processing requirements. Incumbent will operate a Departmental case management system and related systems in strict accordance with the law. This class series requires the ability to provide appropriate information and answer basic questions from the public related to the criminal justice system, both in-person and over the telephone.   District Attorney Services Specialist II   This is the journey level position within the series. In addition to the above, incumbents will be assigned to more increasingly difficult tasks within the Department, including being responsive to the needs of victims of crimes, demonstrating sensitivity to and establishing rapport with victims of crime, and exhibiting emotional stability under conditions of high stress. Incumbents will be able to assist victims in recovering their personal property held in evidence, facilitate victim compensation applications, and provide court accompaniment. Incumbent is eligible for assignment to the Victim Services division, wherein Incumbent must successfully complete required trainings and must exhibit a high level of understanding of the specific duties and prohibited activities under prevailing program restrictions, including VOCA regulations, State and Federal grantor regulations, and the Penal Code.   District Attorney Services Specialist III   This is the advanced level position within the series. In addition to the above, responsibilities require the frequent use of initiative and independent judgment in scheduling and coordination of office activities and in dealing with sensitive assignments. Incumbents are responsible for the more complex assignments, including vertical assignments to a trial team in complex and high-profile cases, and work with greater independence from close review. Incumbents can work effectively with victims, witnesses, and prosecutors with limited supervision in more serious cases and in rapidly changing situations and circumstances. Incumbents may arrange for transportation, escort, and support for witnesses and victims during court appearances in more serious cases.   District Attorney Services Specialist IV   This is the senior level position within the series. In addition to the above, incumbents will work with minimal review, may be assigned to carry out special assignments in support of the assigned division, and may be part of complex multi-disciplinary teams. Incumbents may be tasked with collecting data and preparing reports for their assigned division of the Department and may act in a lead capacity by providing training and guidance to subordinates and developing and maintaining special programs. Incumbent is able to develop or advance a comprehensive crisis response and mass victimization assistance plan structured to identify and respond to victim needs such as: safety, food, shelter, and immediate services in the aftermath of a crime-related mass victimization or terrorism incident.  Example of Duties  (Duties vary depending on assignment)   Operates Departmental case management system and related systems in strict accordance with the law.  Operates a word processor, email, or other system for required public, Departmental, and external agency communications.  Attends court and accompanies victims and witnesses to court as directed.  Trains or assists in training of personnel.  Prepares, maintains, and tracks proper flow of information, documents, and forms.  Performs various operational duties, such as answering phones, processing mail, maintaining supplies, transcribing, typing, filing, etc.  Ensures proper tracking, and prepares and processes property release forms, and assists victims in recovering personal property held in evidence.  Prepares applications for victim compensation by obtaining necessary information and documents, completing and submitting claims to State Victims Compensation Board.  Obtain necessary information from victims, witnesses, and others through interview and observation for matters including preparation and coordination of court appearances.  Ensures accurate and timely documentation of case activities; provides victims, witnesses, and others with information, education regarding the criminal justice system.  Reviews reports from law enforcement agencies and contacts victims or witnesses as directed; accurately and timely documenting contact; maintaining contact as directed.  Responds to crime scenes, once deemed secure, as directed, to offer victim assistance or provide services.  Performs outreach services to victims; make presentations and provide victim centered training to partner agencies, make public presentations and conduct publicity.  If assigned to Victim Services division, prepares functional time sheets and record keeping to ensure compliance with prevailing program restrictions.    Minimum Qualifications    Knowledge of:     District Attorney Services Specialist I/II/III/IV   General principals of criminal law and procedures including a basic knowledge of the laws on discovery and evidence; operations, procedures, specific rules, and professional standards of the Department; effective crime victim and witness communication techniques, modern methods to maintain contact with victims and witnesses, applicable legal procedures, rules of confidentiality, and community resources for crime victims; modern office methods and practices including common software and web based applications; business English, including vocabulary, correct grammatical usage and punctuation; modem filing methods; common office machines and their operation, including use of personal computers.    Ability To:     District Attorney Services Specialist I/II/III/IV   Understand and apply established program guidelines; effectively communicate both orally and in writing in routine and high pressure situations; prepare, maintain, and review documents, records and reports with accuracy and in an organized manner; maintain a high degree of maturity, integrity, loyalty, accountability, sound judgment, and confidentiality; establish and maintain professional and effective working relationships with those contacted in the course of work including co-workers, court personnel, law enforcement, crime victims and witnesses, and the public; assist in the developing and implementing of goals, objectives, work sites, policies, procedures, and work standards; evaluate situations accurately and adopt or recommend solutions; carry out complex oral and written directions; read and understand legal forms; read, understand and apply legislative and administrative laws, codes and regulations as directed; and type accurately at a net rate of 60 words per minute.    EDUCATION AND EXPERIENCE     Any combination of training, experience and education, which would provide the required knowledge, skills and abilities, is qualifying. A typical way to obtain the required knowledge and abilities would be:   District Attorney Services Specialist I   Equivalent to graduation from high school supplemented by college-level course work in administration or technical subjects related to the area in which assigned and two (2) years of responsible office administrative support experience.  District Attorney Services Specialist II   One year of experience in a position comparable to a District Attorney Services Specialist I. In addition, candidates must demonstrate competency in technical work. A Bachelor’s degree in criminal justice or related field can substitute for up to two (2) years of position specific experience. Successful completion of Victim Advocate training required within one year of appointment.  District Attorney Services Specialist III   Three years of experience in a position comparable to a District Attorney Services Specialist II. In addition, candidates must demonstrate proficiency in basic law enforcement and court procedures and in assisting victims and witnesses of crime. A Bachelor’s degree in criminal justice or related field can substitute for up to two (2) years of position specific experience. Successful completion of a POST approved law enforcement academy can substitute one (1) year of position specific experience. Successful completion of advanced Victim Advocate training required within one year of appointment.  District Attorney Services Specialist IV   Five years of experience in a position comparable to a District Attorney Services Specialist III. In addition, candidates must demonstrate proficiency in court and evidence tracking procedures, demonstrate the ability to communicate and support victims and witnesses of crime in sensitive cases, and be able to understand legislative and administrative laws, codes and regulations as directed. A Bachelor’s degree in criminal justice or related field can substitute for up to two (2) years of position specific experience. Successful completion of a POST approved law enforcement academy can substitute one (1) year of position specific experience.   Special Requirements  Possession of an appropriate California driver’s license issued by the State Department of Motor Vehicles.  Must pass the California State Department of Justice Criminal History Background check.    Bargaining Unit 10 - Calaveras County Public Service Employees Association   For available Health/Dental/Vision insurance please visit the County BENEFITS WEBPAGE.   Please note that Extra-hire positions that are benefitted, are only offered our CORE medical plan and are not offered dental or vision.      NEW * Assist-To-Own program to help Couny employees purchase a home.      Program Highlights:   Down Payment Assistance, up to 5.5% of the Total Mortgage Loan.   Available with purchase of a primary residence.   Variety of Mortgage Loan options (FHA, VA, USDA and Conventional Mortgage Loans).   No first-time homebuyer requirement to qualify.   Flexible guidelines: Minimum FICO 640; Maximum DTI 50%.   Flexible income limits, up to moderate income levels; no income limits for FHA and VA.  For more information, vists Calaveras County Assist-to-Own    Uniform Allowance: $650.04 per calendar year for specific positionssplit into monthly payments.Payments will be made monthly on the second pay check. Qualifying Classifications : Crime Scene Specialist/Property Room Manager, Deputy Probation Officer I/II/III, Correctional Cook I/II, Correctional Technician, Correctional Officer, Correctional Corporal, Correctional Sergeant, Dispatcher Clerk, Sr. Dispatcher, and Animal Control Officer I/II/III. The County shall pay a two hundred dollar and four cent ($200.04) per calendar year uniform maintenance allowance to Animal Shelter Assistant.   Uniform Allowance(Shirt): $200.04 per calendar year split into monthly payments. Qualifying Classifications : Animal Shelter Assistant   Professional Time Off : 80 hours annually, prorated to 40 hours if hired after July 1st.  Qualifying Classifications : Deputy District Attorney I/II/III/IV   Extra-Hire:  Extra-hire employees are not eligible for step advances, vacation, seniority rights, holiday pay or other certain employee benefits. They are entitled to 24 hours of sick leave per year and eligilbe for the county's CORE Medical plan but not eligible for dental or vision insurance.   Vacation days:    0 - 3 complete years = 80 hours per year.  After 6 months you can take your first week.  3 - 10 complete years = 120 hours per year  10 years+ = 160 per year   Holidays :13 paid holidays per year.   Life Insurance:  $50,000.00 County paid   Sick Leave:  12 days annual sick leave accrual with unlimited accumulation.  Sick leave is accrued at 3.69 hours for each full 80 hours of payroll period.  60 hours of sick leave can be used for immediate family, parent spouse, child or sibling.   Merit:  After successfully completing twenty-six (26) pay periods, a 5% merit increase may be granted.Merit increases may be granted annually thereafter to the top step.    Probation Period:  New employees remain in a probationary status for 26 pay periods.   Longevity Incentives @ 2.5% for each of the following:     5.5 years (if hired before March 28, 2005)   6 years   10 years                  15 years   20 years                25 years    Bi-Lingual pay :$50 per month for specific approved job classifications.   Flexible Spending:  Pre-Tax Medical Reimbursement - Max contribution of $2,500 annually   Flexible Spending: Pre-Tax Dependent Care Account - Max contribution of $5,000 annually   Section 125 Plan :Additional insurance is available through the Section 125 plan and may be purchased from arepresentative during open enrollment or by appointment when they are on-site.  AFLAC Heart & Stroke Insurance  Cancer Insurance  Accident Insurance  Universal Life Insurance  Short Term Disability Insurance  LEGALSHEILD    CALPERS RETIREMENT INFORMATION:     CalPERS:  CLASSIC MEMBERS: 2% at 55 PEPRA MEMBERS: 2% at 62   Extra-Hire's will be enrolled into Public Agency Retirement System (PARS) unless you are already a member of CalPERS.  ???????   SAFETY CalPERS: for Correctional Officer, Correctional Corporal, Correctional Sergeant and Deputy Probation Officer I/II/III. CLASSIC MEMBERS: 3% at 50 PEPRA MEMBERS: 2.7% at 57   Additional Retirement Plan:   The County offers a 457(b) Government plan. Employees can contribute to this deferred compensation plan ( Pre-Tax ).The County currently utilizes VALIC.   Participating employees will receive a County paid match of up to $50 a month.   Closing Date/Time: Continuous
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            The Position    Come join one of Forbes Magazine's Best Employers !     This is a continuous filing exam with quarterly cut-offs. The next filing cut-offs are at 5:00 pm on:       3/15/24, 6/21/24, 9/20/24, 12/20/24    Under direction, Health Program Coordinators perform administrative and/or supervisory duties for contracted and/or county-operated health programs and services, including but not limited to staff supervision, program development and implementation, program monitoring and evaluation, coordination of services, and related duties as assigned.    *Current recruitment includes, but is not limited to, the following position:     Health Program Coordinator   Examples of Knowledge and Abilities   Knowledge of   Theories, principles, goals and objectives of public health and primary care programs  Principles, practices, funding sources, laws and regulations, and administrative requirements in the program area to which assigned  Principles, practices and techniques of program planning, development and evaluation  Principles and procedures of budget preparation and monitoring, including budgets involving grants, contracted services, and state and federal funding  Principles and techniques of supervision and management  Techniques of contract negotiation and monitoring  Social, economic, cultural and other issues impacting program area    Ability to   Plan, organize, coordinate, supervise and evaluate complex program activities and diverse staff  Apply principles and techniques to problems and issues  Build coalitions among groups with differing needs and objectives  Analyze and evaluate data and information, and make appropriate recommendations  Establish and maintain effective working relationships with a variety of individuals and groups  Communicate clearly and effectively, orally and in writing  Represent the department and/or the county  Maintain accurate records and files    Employment Qualifications   Minimum Qualifications   Any combination of education, training and experience likely to provide the required Knowledge and Abilities for these classes as described above. Typical ways include:  Possession of a Bachelor's or higher degree from an accredited college or university in health care administration, a public health field, a health science, nursing or any nursing specialty, or in a related health field such as life sciences or physical sciences, or in a management field such as public administration or business administration; some positions may require a Master's degree.   AND   Two years of professional journey-level experience in a relevant health field, which has included coordination and/or supervision of program staff and operations.   Desired Qualification  Experience in a California Public Health Laboratory.   Note:  The word "experience" referenced in the minimum qualifications means full-time paid experience unless the job announcement states that volunteer experience is acceptable. Part-time paid experience may be accumulated and pro-rated to meet the total experience requirements.   Note:  If the minimum qualifications include an educational or certificate/license requirement, applicants must submit proof of requirements with the application. Failure to submit proof of requirements may result in disqualification from the examination. Unofficial transcripts are acceptable. For guidelines on submitting acceptable proof of educational requirements, please click here or speak to someone in our office before the cut-off date listed in this notice. Typing Certificate requirements can be found by clicking here or by obtaining the requirements from the Employment Services Division office.   Special Requirements   a)  Some positions in these classes involve responsibility for supervision of direct patient care, and persons appointed to such positions may be required, in accordance with applicable federal and/or state regulations, to possess and maintain a current valid license issued by the State of California as a Registered Nurse.   b)  The position designated according to State law as the Director of Public Health Nursing involves responsibility for the professional nursing component of the Countys public health nursing/field services program, and the person appointed to that position must possess and maintain a current valid Registered Nurse license and must meet the current state requirements for a director of public health nursing (California Code of Regulations Title 17, and any other applicable laws and regulations in effect at the time of appointment).   c)  The incumbent of the position designated as the Director of Public Health Education must hold a Masters degree with specialization in public or community health education and must meet any other state requirements for a director of health education (California Code of Regulations, Title 17, and any other applicable laws and regulations in effect at the time of appointment).   d)  The position designated as the Coordinator of the Women, Infants and Children (WIC) Supplemental Nutrition Program manages and supervises the assessment and counseling of high-risk clients, and the person appointed to that position is required to possess and maintain registration with the American Dietetic Association as a Registered Dietitian.   e)  The position designated as the Emergency Medical Services Program Coordinator requires possession and maintenance of an Emergency Medical Technician I or higher certificate either at the time of appointment or within one year of appointment.    NOTE:  Failure to obtain and/or maintain such required license(s) may be cause for disciplinary action in accordance with Civil Service Commission rules.    Background/Criminal History:  Persons appointed to positions in these classes may be subject to a confidential criminal history check and fingerprinting.   Probationary Period  The probationary period for this classification is   twelve (12)  months.  Application and Testing Information   APPLICATION   Qualified applicants are encouraged to apply immediately. All applicants must complete and submit an online County of Sacramento employment application by  5:00 PM  on the posted cut-off date. Click here to apply.   County of Sacramento Department of Personnel Services Employment Services Division 700 H Street, Room 4667 Sacramento, CA 95814 Phone (916) 874-5593; 7-1-1 California Relay Service   Email    EmployOffice@Saccounty.net    Inter-Office Mail Code: 09-4667  www.SacCountyJobs.net     Employment applications and all documentation requested in this announcement must be submitted by 5:00 p.m. on the cut-off date.  Employment Services is not responsible for any issues or delays caused by an applicant's computer or web browser. Applicants will be automatically logged out if they have not submitted their applications and all documentation prior to 5:00 p.m. on the cut-off date.  Your application should highlight all relevant education, training, and experience, and clearly indicate how you meet the minimum qualifications for the position as of the cut-off date.  Application information must be current, concise and related to the requirements in this job announcement. You may only apply for this recruitment once. Duplicate and incomplete applications will be disqualified.  A resume may be included with your application, however it will not substitute for the information requested on the application.     SUPPLEMENTAL QUESTIONNAIRE   Applicants are required to provide a full and complete response to each supplemental question. The Supplemental Questionnaire is located in the tab marked "Supplemental Questions". Please be descriptive in your response.   Note: Responses of "See Resume" or "See Application", or copy and paste of work experience are not qualifying responses and will not be considered.  Supplemental Questionnaires must be submitted by 5:00 p.m. on the cut-off date. Employment Services is not responsible for any issues or delays caused by an applicant's computer or web browser. Applicants will be automatically logged out if they have not submitted their applications and all documentation prior to 5:00 p.m. on the cut-off date.  The supplemental questions are designed to elicit specific information regarding a candidate's experience, education, and training. Responses should be consistent with the information on your application and are subject to verification.  Please provide place of employment, pertinent dates, and concise, descriptive and detailed information for each question.  If a job included responsibilities applicable to several questions, separate the different functions of the job to answer all the questions completely.  Resumes or referral to the application or other questionnaire responses will not be accepted in lieu of completing each question.  If you have no experience, write "no experience" for the appropriate question.  For many individuals, it is more efficient to develop responses to the supplemental questions in a word processing document and then paste them into the final document to be submitted. Changes or corrections to your Supplemental Questionnaire cannot be made once your application packet has been submitted.  If the Supplemental Questionnaire is used in the Formula Rate exam, failure to complete all of the questions or incomplete responses will result in a lower score. While scoring the Supplemental Questionnaire, the candidate's application and/or attachments will not be reviewed , therefore, a candidate's responses to the questions should be accurate, thorough, detailed, and complete.     FORMULA RATE EXAMINATION (Weighted 100%)   All candidates meeting the minimum qualifications by the cut-off date will have their Supplemental Questionnaire scored in the Formula Rate Examination.  This examination will evaluate the relevance, level, recency, progression and quality of candidate's education, training and experience. The candidate's application or other materials will not be included in this examination. Therefore, the candidate's responses to the supplemental questionnaire should be thorough, detailed and complete. The score from the Formula Rate Examination will determine the ranking on the eligible/employment list for this job.  All candidates competing in the testing process will receive written notice of their examination results by email. Notices can also be accessed in their governmentjobs.com inbox. Applicants achieving a passing score will be placed on the eligible list in rank order. The rank is determined by the test score attained from the examination.    FREQUENTLY ASKED QUESTIONS   Click here for Frequently Asked Questions (FAQ's)   For information regarding County jobs:    www.saccountyjobs.net      EMPLOYEE BENEFITS    As an employee of the County of Sacramento, there will be a variety of benefits available to you. These benefits currently include: health, dental and life insurance; flexible spending account options for dependent care and unreimbursed dental and/or medical cost; and an employee assistance program (EAP).   GENERAL BENEFITS:  Most employee benefits are similar to the following for all County employees. However, some benefits differ, depending on the employee representation unit to which the employee's job classification is assigned. Information about the exact benefits applicable to a particular job classification may be obtained from the Sacramento County Department of Benefits or by visiting www.saccountyjobs.net.   TEMPORARY POSITIONS:  Most benefits do not apply to temporary positions. The explanations of benefits applies to employees in regular positions.   SALARY STEP INCREASES:  The beginning salary and the top of the salary range are usually shown on the job announcement. Upon satisfactory service, salary increases of approximately 5% are given annually until the top of the salary range has been attained.   PAY:  All employees are paid bi-weekly via direct deposit into the employee's bank account. The pay period covers fourteen (14) calendar days, starting on a Sunday and ending on the second Saturday thereafter. Salaries are generally paid on the Friday following the end of the pay period. Employees can set up their direct deposit and access their pay information via Employee Self Service in MySacCounty.   VACATION:  Generally, vacation with pay begins at 10 days annually. With increase over a period of years, the maximum annual vacation with pay is 25 days.   HOLIDAYS:  14.5 holidays per year as recognized.   SICK LEAVE:  Equivalent to 15 days annually, unlimited accumulation. Upon retirement, unused sick leave is converted to retirement service credit.   PARENTAL LEAVE:  Entitles a regular County employee, with at least one year of continuous employment, to schedule a paid parental leave of up to 160 hours upon the birth or during the process of an adoption of a minor child. Parental leave shall be approved by the employee's appointing authority, except where the granting of the parental leave request would unduly interfere with or cause severe hardship upon department operations.   TUITION REIMBURSEMENT:  Dependent upon union agreements, regular County employees may be eligible to receive Tuition Reimbursement. The costs for course tuition/registration fees and required books/supplies are eligible for reimbursement. Tuition reimbursement amounts may vary depending upon union agreement.   RETIREMENT:  Social Security and Sacramento County Employees' Retirement System coverage.   HEALTH INSURANCE:  The County offers a variety of health plan design options to fit individual needs.   DENTAL INSURANCE:  The County provides a comprehensive dental benefit program for regular full-time and part-time employees and their eligible dependents. This plan pays on a set fee schedule that varies by procedure. Any amount over the fee schedule is the employee's responsibility. The yearly maximum is $2,000 per person, not including orthodontia. The orthodontic benefit is 50% of covered charges with a lifetime maximum of $1,000 per person.   LIFE INSURANCE:  The County of Sacramento provides a basic life insurance benefit of $15,000 to all eligible employees at no cost. Additional coverage may be purchased through payroll deduction.   DEFERRED COMPENSATION:  The County offers a Deferred Compensation Program which enables employees to save in a systematic way without paying income tax on either the payroll deduction or the earned interest, prior to withdrawal.   EMPLOYEE ASSISTANCE PROGRAM:  The County of Sacramento provides an Employee Assistance Program (EAP) for employees and their eligible dependents. The EAP offers confidential, professional counseling services in areas such as:   Legal Advice/Difficult Decisions   Marriage or Family Relationships   Financial or Credit Worries/Elder Care   Alcohol and Drug Abuse     WELLNESS INCENTIVE PROGRAM:  The County will recognize and award time off to eligible employees who maintain an excellent attendance record.   FLEXIBLE SPENDING ACCOUNT:  The County offers regular employees two separate Flexible Spending Accounts (FSA's). These accounts allow employees to set money aside, on a pre-tax basis via payroll deduction, to pay for medical, dental or dependent care expenses.      DEPENDENT CARE REIMBURSEMENT ACCOUNT:   Employees may set aside pre-tax dollars to pay for qualified childcare or dependent care expenses that are necessary for the employee and/or spouse to continue working.        MEDICAL REIMBURSEMENT ACCOUNT:   The Medical Reimbursement Account allows pre-tax dollars to be set aside to pay for out-of-pocket expenses that are not paid by insurance or reimbursed by any other benefit plan.     WORKERS' COMPENSATION:  In case of injury while on the job, each employee is protected under the Workers' Compensation laws of California.   SACRAMENTO CREDIT UNION:  The credit union offers loan facilities and systematic saving plans through payroll deduction.   SELECTION AND PLACEMENT    Sacramento County encourages applications from all persons regardless of race, color, ancestry, religious creed, national origin, gender, disability, political affiliation, or age.  Certain age limits may be required by law, ordinance, or Civil Service direction for specific classifications such as those identified with hazardous occupations.   FOR APPLICANTS WITH DISABILITIES ONLY: Every effort is made to provide reasonable accommodations to disabled applicants such as in the selection of test sites, aides, or other equipment which permits the disabled applicants to compete in the examination process. Applicants with disabilities requesting an applicable ADA testing accommodation must complete a Reasonable Accommodation Request Form filled out and signed by the applicant and their doctor. This form must be submitted to the Disability Compliance Office, 700 H Street, Room 5720, Sacramento, CA 95814, by the cut-off date or final filing date as listed in this job announcement. Download the Reasonable Accommodation Request Form by clicking here or contact by mail or in person the Sacramento County Employment Services Division or Disability Compliance Office.   MINIMUM QUALIFICATIONS:  Please read carefully the "Minimum Qualifications" section of your announcement. You must meet those qualifications by the application deadline date unless otherwise specified. Your application must clearly show you meet the minimum qualifications by the application deadline date, or it will not be accepted. All statements are subject to verification.  "Experience" means full-time paid experience unless the announcement states that volunteer experience is acceptable. Part-time paid experience may be accumulated and pro-rated to meet the total experience requirements.   PROMOTIONAL EXAMINATIONS:  If the announcement indicates the examination is given on a promotional basis, candidates must hold permanent status in Sacramento County Civil Service by the application deadline date and must meet the minimum qualifications.   OPEN EXAMINATIONS:  Any person who meets the minimum qualifications may apply.   CONTINUOUS FILING EXAMINATIONS:  Applicants are eligible to reapply to and retake a continuous filing exam after 6 months from the date the previous exam results was received.   ELIGIBLE LISTS:  Names of qualified persons who made a passing score on an examination are entered, in order of their final grades, on an eligible list. To fill each vacancy, the hiring department will make a selection from among the top three ranks on the employment lists.   EXAMINATION RATINGS:  Unless otherwise stated on the announcement: To be successful, candidates must obtain a rating of at least 70% on each part of the examination. This may be an adjusted score or an arithmetic 70% of the total possible score as determined by the Director.   APPEAL PROCESS:  Persons who believe their applications have been improperly rejected may request the Employment Services Division to review its decision to reject the application. If the applicant desires to submit additional proof of qualifications, such proof must be received by Personnel Services not less than two (2) calendar days prior to the scheduled date for the examination.  Persons who are disqualified in any phase of the examination may appeal such adverse action, in writing, to the Civil Service Commission, 700 H Street, Room 2640, Sacramento, CA 95814, telephone: (916) 874-5586 . Such appeals must be filed within thirty (30) calendar days after notice of the adverse action was mailed to the candidate.   FOR MORE INFORMATION PLEASE VISIT OUR FREQUENTLY ASKED QUESTIONS (FAQs):  https://personnel.saccounty.net/Pages/EmploymentServicesFAQs.aspx    OTHER INFORMATION     VETERAN'S PREFERENCE:  Military veterans who have served during wartime shall be given preference in initial appointment to County service. Such preference shall apply, provided the veteran has first achieved a minimum passing score in the examination. The passing score of a veteran shall be annotated to indicate the veteran's score shall be regarded as 5 points or higher, OR 10 points higher for disabled veterans, only for the purpose of determining the three ranks along with which the veteran's name shall be certified. No score shall actually be changed and no new rank shall be created as a result of application of veteran's preference for certification purposes.  "Disabled Veteran" means any veteran who has served during wartime and, who, as of the final filing date for an examination is declared by the United States Veterans Administration or military service department to be 10% or more disabled as a result of his/her military service. Persons claiming eligibility for disabled veteran's preference must submit to the employment office, on or before the application deadline date, a certification from the United States Veterans Administration or a military service department, dated within 1 year, which certifies the present existence of a service related disability of 10% or more, or other acceptable proof of such disability as a result of his/her military service. Persons claiming eligibility for veterans preference must submit a copy of Form DD 214 or other acceptable proof of veteran's status on or before the final filing date for the examination. For purpose of this rule "reserve" status does not constitute active duty.   CITIZENSHIP OR AUTHORIZED ALIEN REQUIREMENT:  As required by the Immigration Reform and Control Act, all County employees must be United States citizens or aliens lawfully authorized to work in the United States. Proof of citizenship or authorized status will be required prior to appointment.   CONFLICT OF INTEREST CODE:  Some County Civil Service positions are covered by financial disclosure requirements intended to identify potential conflicts of interest.   CONCURRENT EMPLOYMENT:  No employee may concurrently occupy more than one County position.   SPECIAL SKILL QUALIFICATIONS (WHEN SPECIFIED ON THE APPLICATION):  Persons who have special skills required by some (but not all) positions in a class may be certified ahead of others provided that:  Such special skills are based on the duties and requirements of the positions and are in conformance with merit system and equal opportunity principles, and The certification of eligibles who possess special skills have been approved by the Civil Service Commission.   PRE-EMPLOYMENT MEDICAL EXAMINATION & DRUG TESTING:  The County of Sacramento is committed to maintaining a drug and alcohol free workplace. All persons selected for appointment to positions must pass a medical examination and a drug test, administered by the County at no cost to the applicant.   DRIVER LICENSE:  Possession of a valid California Driver License may be required for some positions.   PROBATIONARY PERIOD:  Regular positions are subject to a probationary period which is an extension of the selection process. Unless otherwise indicated on the announcement, the probationary period is six (6) months.   AGENCY SHOP/FAIR SHARE FEE:  Some positions require, as a condition of continued employment, that the person either: 1. Become a union member; 2. Pay a fair share fee to the union; or, 3. Meet specific requirements under which an equivalent amount must be paid to a charity.   FINGERPRINTING AND CRIMINAL RECORD CHECKS:  Fingerprinting and criminal record checks are required for some positions.  Closing Date/Time: Continuous
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        The Position    Come join one of Forbes Magazine's Best Employers !     This is a continuous filing exam with quarterly cut-offs. The next filing cut-offs are at 5:00 pm on:       3/15/24, 6/21/24, 9/20/24, 12/20/24    Under direction, Health Program Coordinators perform administrative and/or supervisory duties for contracted and/or county-operated health programs and services, including but not limited to staff supervision, program development and implementation, program monitoring and evaluation, coordination of services, and related duties as assigned.    *Current recruitment includes, but is not limited to, the following position:     Health Program Coordinator   Examples of Knowledge and Abilities   Knowledge of   Theories, principles, goals and objectives of public health and primary care programs  Principles, practices, funding sources, laws and regulations, and administrative requirements in the program area to which assigned  Principles, practices and techniques of program planning, development and evaluation  Principles and procedures of budget preparation and monitoring, including budgets involving grants, contracted services, and state and federal funding  Principles and techniques of supervision and management  Techniques of contract negotiation and monitoring  Social, economic, cultural and other issues impacting program area    Ability to   Plan, organize, coordinate, supervise and evaluate complex program activities and diverse staff  Apply principles and techniques to problems and issues  Build coalitions among groups with differing needs and objectives  Analyze and evaluate data and information, and make appropriate recommendations  Establish and maintain effective working relationships with a variety of individuals and groups  Communicate clearly and effectively, orally and in writing  Represent the department and/or the county  Maintain accurate records and files    Employment Qualifications   Minimum Qualifications   Any combination of education, training and experience likely to provide the required Knowledge and Abilities for these classes as described above. Typical ways include:  Possession of a Bachelor's or higher degree from an accredited college or university in health care administration, a public health field, a health science, nursing or any nursing specialty, or in a related health field such as life sciences or physical sciences, or in a management field such as public administration or business administration; some positions may require a Master's degree.   AND   Two years of professional journey-level experience in a relevant health field, which has included coordination and/or supervision of program staff and operations.   Desired Qualification  Experience in a California Public Health Laboratory.   Note:  The word "experience" referenced in the minimum qualifications means full-time paid experience unless the job announcement states that volunteer experience is acceptable. Part-time paid experience may be accumulated and pro-rated to meet the total experience requirements.   Note:  If the minimum qualifications include an educational or certificate/license requirement, applicants must submit proof of requirements with the application. Failure to submit proof of requirements may result in disqualification from the examination. Unofficial transcripts are acceptable. For guidelines on submitting acceptable proof of educational requirements, please click here or speak to someone in our office before the cut-off date listed in this notice. Typing Certificate requirements can be found by clicking here or by obtaining the requirements from the Employment Services Division office.   Special Requirements   a)  Some positions in these classes involve responsibility for supervision of direct patient care, and persons appointed to such positions may be required, in accordance with applicable federal and/or state regulations, to possess and maintain a current valid license issued by the State of California as a Registered Nurse.   b)  The position designated according to State law as the Director of Public Health Nursing involves responsibility for the professional nursing component of the Countys public health nursing/field services program, and the person appointed to that position must possess and maintain a current valid Registered Nurse license and must meet the current state requirements for a director of public health nursing (California Code of Regulations Title 17, and any other applicable laws and regulations in effect at the time of appointment).   c)  The incumbent of the position designated as the Director of Public Health Education must hold a Masters degree with specialization in public or community health education and must meet any other state requirements for a director of health education (California Code of Regulations, Title 17, and any other applicable laws and regulations in effect at the time of appointment).   d)  The position designated as the Coordinator of the Women, Infants and Children (WIC) Supplemental Nutrition Program manages and supervises the assessment and counseling of high-risk clients, and the person appointed to that position is required to possess and maintain registration with the American Dietetic Association as a Registered Dietitian.   e)  The position designated as the Emergency Medical Services Program Coordinator requires possession and maintenance of an Emergency Medical Technician I or higher certificate either at the time of appointment or within one year of appointment.    NOTE:  Failure to obtain and/or maintain such required license(s) may be cause for disciplinary action in accordance with Civil Service Commission rules.    Background/Criminal History:  Persons appointed to positions in these classes may be subject to a confidential criminal history check and fingerprinting.   Probationary Period  The probationary period for this classification is   twelve (12)  months.  Application and Testing Information   APPLICATION   Qualified applicants are encouraged to apply immediately. All applicants must complete and submit an online County of Sacramento employment application by  5:00 PM  on the posted cut-off date. Click here to apply.   County of Sacramento Department of Personnel Services Employment Services Division 700 H Street, Room 4667 Sacramento, CA 95814 Phone (916) 874-5593; 7-1-1 California Relay Service   Email    EmployOffice@Saccounty.net    Inter-Office Mail Code: 09-4667  www.SacCountyJobs.net     Employment applications and all documentation requested in this announcement must be submitted by 5:00 p.m. on the cut-off date.  Employment Services is not responsible for any issues or delays caused by an applicant's computer or web browser. Applicants will be automatically logged out if they have not submitted their applications and all documentation prior to 5:00 p.m. on the cut-off date.  Your application should highlight all relevant education, training, and experience, and clearly indicate how you meet the minimum qualifications for the position as of the cut-off date.  Application information must be current, concise and related to the requirements in this job announcement. You may only apply for this recruitment once. Duplicate and incomplete applications will be disqualified.  A resume may be included with your application, however it will not substitute for the information requested on the application.     SUPPLEMENTAL QUESTIONNAIRE   Applicants are required to provide a full and complete response to each supplemental question. The Supplemental Questionnaire is located in the tab marked "Supplemental Questions". Please be descriptive in your response.   Note: Responses of "See Resume" or "See Application", or copy and paste of work experience are not qualifying responses and will not be considered.  Supplemental Questionnaires must be submitted by 5:00 p.m. on the cut-off date. Employment Services is not responsible for any issues or delays caused by an applicant's computer or web browser. Applicants will be automatically logged out if they have not submitted their applications and all documentation prior to 5:00 p.m. on the cut-off date.  The supplemental questions are designed to elicit specific information regarding a candidate's experience, education, and training. Responses should be consistent with the information on your application and are subject to verification.  Please provide place of employment, pertinent dates, and concise, descriptive and detailed information for each question.  If a job included responsibilities applicable to several questions, separate the different functions of the job to answer all the questions completely.  Resumes or referral to the application or other questionnaire responses will not be accepted in lieu of completing each question.  If you have no experience, write "no experience" for the appropriate question.  For many individuals, it is more efficient to develop responses to the supplemental questions in a word processing document and then paste them into the final document to be submitted. Changes or corrections to your Supplemental Questionnaire cannot be made once your application packet has been submitted.  If the Supplemental Questionnaire is used in the Formula Rate exam, failure to complete all of the questions or incomplete responses will result in a lower score. While scoring the Supplemental Questionnaire, the candidate's application and/or attachments will not be reviewed , therefore, a candidate's responses to the questions should be accurate, thorough, detailed, and complete.     FORMULA RATE EXAMINATION (Weighted 100%)   All candidates meeting the minimum qualifications by the cut-off date will have their Supplemental Questionnaire scored in the Formula Rate Examination.  This examination will evaluate the relevance, level, recency, progression and quality of candidate's education, training and experience. The candidate's application or other materials will not be included in this examination. Therefore, the candidate's responses to the supplemental questionnaire should be thorough, detailed and complete. The score from the Formula Rate Examination will determine the ranking on the eligible/employment list for this job.  All candidates competing in the testing process will receive written notice of their examination results by email. Notices can also be accessed in their governmentjobs.com inbox. Applicants achieving a passing score will be placed on the eligible list in rank order. The rank is determined by the test score attained from the examination.    FREQUENTLY ASKED QUESTIONS   Click here for Frequently Asked Questions (FAQ's)   For information regarding County jobs:    www.saccountyjobs.net      EMPLOYEE BENEFITS    As an employee of the County of Sacramento, there will be a variety of benefits available to you. These benefits currently include: health, dental and life insurance; flexible spending account options for dependent care and unreimbursed dental and/or medical cost; and an employee assistance program (EAP).   GENERAL BENEFITS:  Most employee benefits are similar to the following for all County employees. However, some benefits differ, depending on the employee representation unit to which the employee's job classification is assigned. Information about the exact benefits applicable to a particular job classification may be obtained from the Sacramento County Department of Benefits or by visiting www.saccountyjobs.net.   TEMPORARY POSITIONS:  Most benefits do not apply to temporary positions. The explanations of benefits applies to employees in regular positions.   SALARY STEP INCREASES:  The beginning salary and the top of the salary range are usually shown on the job announcement. Upon satisfactory service, salary increases of approximately 5% are given annually until the top of the salary range has been attained.   PAY:  All employees are paid bi-weekly via direct deposit into the employee's bank account. The pay period covers fourteen (14) calendar days, starting on a Sunday and ending on the second Saturday thereafter. Salaries are generally paid on the Friday following the end of the pay period. Employees can set up their direct deposit and access their pay information via Employee Self Service in MySacCounty.   VACATION:  Generally, vacation with pay begins at 10 days annually. With increase over a period of years, the maximum annual vacation with pay is 25 days.   HOLIDAYS:  14.5 holidays per year as recognized.   SICK LEAVE:  Equivalent to 15 days annually, unlimited accumulation. Upon retirement, unused sick leave is converted to retirement service credit.   PARENTAL LEAVE:  Entitles a regular County employee, with at least one year of continuous employment, to schedule a paid parental leave of up to 160 hours upon the birth or during the process of an adoption of a minor child. Parental leave shall be approved by the employee's appointing authority, except where the granting of the parental leave request would unduly interfere with or cause severe hardship upon department operations.   TUITION REIMBURSEMENT:  Dependent upon union agreements, regular County employees may be eligible to receive Tuition Reimbursement. The costs for course tuition/registration fees and required books/supplies are eligible for reimbursement. Tuition reimbursement amounts may vary depending upon union agreement.   RETIREMENT:  Social Security and Sacramento County Employees' Retirement System coverage.   HEALTH INSURANCE:  The County offers a variety of health plan design options to fit individual needs.   DENTAL INSURANCE:  The County provides a comprehensive dental benefit program for regular full-time and part-time employees and their eligible dependents. This plan pays on a set fee schedule that varies by procedure. Any amount over the fee schedule is the employee's responsibility. The yearly maximum is $2,000 per person, not including orthodontia. The orthodontic benefit is 50% of covered charges with a lifetime maximum of $1,000 per person.   LIFE INSURANCE:  The County of Sacramento provides a basic life insurance benefit of $15,000 to all eligible employees at no cost. Additional coverage may be purchased through payroll deduction.   DEFERRED COMPENSATION:  The County offers a Deferred Compensation Program which enables employees to save in a systematic way without paying income tax on either the payroll deduction or the earned interest, prior to withdrawal.   EMPLOYEE ASSISTANCE PROGRAM:  The County of Sacramento provides an Employee Assistance Program (EAP) for employees and their eligible dependents. The EAP offers confidential, professional counseling services in areas such as:   Legal Advice/Difficult Decisions   Marriage or Family Relationships   Financial or Credit Worries/Elder Care   Alcohol and Drug Abuse     WELLNESS INCENTIVE PROGRAM:  The County will recognize and award time off to eligible employees who maintain an excellent attendance record.   FLEXIBLE SPENDING ACCOUNT:  The County offers regular employees two separate Flexible Spending Accounts (FSA's). These accounts allow employees to set money aside, on a pre-tax basis via payroll deduction, to pay for medical, dental or dependent care expenses.      DEPENDENT CARE REIMBURSEMENT ACCOUNT:   Employees may set aside pre-tax dollars to pay for qualified childcare or dependent care expenses that are necessary for the employee and/or spouse to continue working.        MEDICAL REIMBURSEMENT ACCOUNT:   The Medical Reimbursement Account allows pre-tax dollars to be set aside to pay for out-of-pocket expenses that are not paid by insurance or reimbursed by any other benefit plan.     WORKERS' COMPENSATION:  In case of injury while on the job, each employee is protected under the Workers' Compensation laws of California.   SACRAMENTO CREDIT UNION:  The credit union offers loan facilities and systematic saving plans through payroll deduction.   SELECTION AND PLACEMENT    Sacramento County encourages applications from all persons regardless of race, color, ancestry, religious creed, national origin, gender, disability, political affiliation, or age.  Certain age limits may be required by law, ordinance, or Civil Service direction for specific classifications such as those identified with hazardous occupations.   FOR APPLICANTS WITH DISABILITIES ONLY: Every effort is made to provide reasonable accommodations to disabled applicants such as in the selection of test sites, aides, or other equipment which permits the disabled applicants to compete in the examination process. Applicants with disabilities requesting an applicable ADA testing accommodation must complete a Reasonable Accommodation Request Form filled out and signed by the applicant and their doctor. This form must be submitted to the Disability Compliance Office, 700 H Street, Room 5720, Sacramento, CA 95814, by the cut-off date or final filing date as listed in this job announcement. Download the Reasonable Accommodation Request Form by clicking here or contact by mail or in person the Sacramento County Employment Services Division or Disability Compliance Office.   MINIMUM QUALIFICATIONS:  Please read carefully the "Minimum Qualifications" section of your announcement. You must meet those qualifications by the application deadline date unless otherwise specified. Your application must clearly show you meet the minimum qualifications by the application deadline date, or it will not be accepted. All statements are subject to verification.  "Experience" means full-time paid experience unless the announcement states that volunteer experience is acceptable. Part-time paid experience may be accumulated and pro-rated to meet the total experience requirements.   PROMOTIONAL EXAMINATIONS:  If the announcement indicates the examination is given on a promotional basis, candidates must hold permanent status in Sacramento County Civil Service by the application deadline date and must meet the minimum qualifications.   OPEN EXAMINATIONS:  Any person who meets the minimum qualifications may apply.   CONTINUOUS FILING EXAMINATIONS:  Applicants are eligible to reapply to and retake a continuous filing exam after 6 months from the date the previous exam results was received.   ELIGIBLE LISTS:  Names of qualified persons who made a passing score on an examination are entered, in order of their final grades, on an eligible list. To fill each vacancy, the hiring department will make a selection from among the top three ranks on the employment lists.   EXAMINATION RATINGS:  Unless otherwise stated on the announcement: To be successful, candidates must obtain a rating of at least 70% on each part of the examination. This may be an adjusted score or an arithmetic 70% of the total possible score as determined by the Director.   APPEAL PROCESS:  Persons who believe their applications have been improperly rejected may request the Employment Services Division to review its decision to reject the application. If the applicant desires to submit additional proof of qualifications, such proof must be received by Personnel Services not less than two (2) calendar days prior to the scheduled date for the examination.  Persons who are disqualified in any phase of the examination may appeal such adverse action, in writing, to the Civil Service Commission, 700 H Street, Room 2640, Sacramento, CA 95814, telephone: (916) 874-5586 . Such appeals must be filed within thirty (30) calendar days after notice of the adverse action was mailed to the candidate.   FOR MORE INFORMATION PLEASE VISIT OUR FREQUENTLY ASKED QUESTIONS (FAQs):  https://personnel.saccounty.net/Pages/EmploymentServicesFAQs.aspx    OTHER INFORMATION     VETERAN'S PREFERENCE:  Military veterans who have served during wartime shall be given preference in initial appointment to County service. Such preference shall apply, provided the veteran has first achieved a minimum passing score in the examination. The passing score of a veteran shall be annotated to indicate the veteran's score shall be regarded as 5 points or higher, OR 10 points higher for disabled veterans, only for the purpose of determining the three ranks along with which the veteran's name shall be certified. No score shall actually be changed and no new rank shall be created as a result of application of veteran's preference for certification purposes.  "Disabled Veteran" means any veteran who has served during wartime and, who, as of the final filing date for an examination is declared by the United States Veterans Administration or military service department to be 10% or more disabled as a result of his/her military service. Persons claiming eligibility for disabled veteran's preference must submit to the employment office, on or before the application deadline date, a certification from the United States Veterans Administration or a military service department, dated within 1 year, which certifies the present existence of a service related disability of 10% or more, or other acceptable proof of such disability as a result of his/her military service. Persons claiming eligibility for veterans preference must submit a copy of Form DD 214 or other acceptable proof of veteran's status on or before the final filing date for the examination. For purpose of this rule "reserve" status does not constitute active duty.   CITIZENSHIP OR AUTHORIZED ALIEN REQUIREMENT:  As required by the Immigration Reform and Control Act, all County employees must be United States citizens or aliens lawfully authorized to work in the United States. Proof of citizenship or authorized status will be required prior to appointment.   CONFLICT OF INTEREST CODE:  Some County Civil Service positions are covered by financial disclosure requirements intended to identify potential conflicts of interest.   CONCURRENT EMPLOYMENT:  No employee may concurrently occupy more than one County position.   SPECIAL SKILL QUALIFICATIONS (WHEN SPECIFIED ON THE APPLICATION):  Persons who have special skills required by some (but not all) positions in a class may be certified ahead of others provided that:  Such special skills are based on the duties and requirements of the positions and are in conformance with merit system and equal opportunity principles, and The certification of eligibles who possess special skills have been approved by the Civil Service Commission.   PRE-EMPLOYMENT MEDICAL EXAMINATION & DRUG TESTING:  The County of Sacramento is committed to maintaining a drug and alcohol free workplace. All persons selected for appointment to positions must pass a medical examination and a drug test, administered by the County at no cost to the applicant.   DRIVER LICENSE:  Possession of a valid California Driver License may be required for some positions.   PROBATIONARY PERIOD:  Regular positions are subject to a probationary period which is an extension of the selection process. Unless otherwise indicated on the announcement, the probationary period is six (6) months.   AGENCY SHOP/FAIR SHARE FEE:  Some positions require, as a condition of continued employment, that the person either: 1. Become a union member; 2. Pay a fair share fee to the union; or, 3. Meet specific requirements under which an equivalent amount must be paid to a charity.   FINGERPRINTING AND CRIMINAL RECORD CHECKS:  Fingerprinting and criminal record checks are required for some positions.  Closing Date/Time: Continuous
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