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            Introduction   Living in Placer County  from  Placer County Video Portal   Placer County is comprised of over 1,400 square miles of beautiful and diverse geography, ranging from the residential and commercial areas of South Placer, through the historic foothill areas of Auburn, Foresthill, and Colfax, and to the County's jewel of the North Lake Tahoe basin. Placer is a great place to live, work, play, and learn! For more information about Placer County, please visit  www.placer.ca.gov  .   POSITION INFORMATION    This classification is scheduled to receive a general wage increase of 4% in July 2024.     The Senior Administrative Legal Clerk classification is assigned to the Sheriff's Office, the District Attorney's Office, and the Probation Department.   The Corrections Division of the Sheriff's Office is seeking to fill one Senior Administrative Legal Clerk vacancy.  This position will perform a variety of more specialized administrative clerical work and is responsible for supervising and supporting Administrative Legal Clerks working in warrants, booking, and front office with their assigned duties. Senior positions in this division receive an additional 5% Jail Shift Supervisor Pay.  This division requires working 12-hour shifts, including nights, weekends and holidays.  Positions are located in the jail at either the Auburn or South Placer facility. All jail shifts are rotational based upon seniority. In addition to the base hourly rate listed above, individuals assigned to the jail will receive Jail Incentive Pay of 5%, as well as a yearly uniform allowance of $750.00. Those assigned to work the night shift will receive a shift differential of 7.5%. Those assigned to work as a shift supervisor will receive an additional 5% of base salary.   To view a recruitment video for the Sheriff's Office, please click  here .   The eligible list established from this recruitment may also be used to fill future vacancies as they arise in the Sheriff's Office, District Attorney's Office, and/or the Probation Department.   BENEFITS  Placer County offers a comprehensive benefits package to employees, including:     Holidays: 14 paid holidays per year, 2 of which are floating holidays*   Vacation leave: 10 days/year with ability to accrue 25 days/year   Sick leave: 12 days/year*   Cafeteria plan: 6% of employee’s salary will be contributed towards employee to use towards 401(k), dependent care, medical co-insurance, or cash   Medical, dental, and vision insurance available for employees and dependents   $50,000 life insurance policy at no cost to employee   CalPERS retirement plans   Retiree medical insurance   Deferred compensation   Education allowance: up to $1,200 per year   Bilingual incentive: incumbents may be eligible for bilingual incentive pay depending upon operational needs and certification of proficiency.     *Amounts will be prorated for part-time employees and employees hired after the first of the year.   The information above represents benefits currently available to permanent Placer County employees and may be subject to change. Applicants should inquire about the most current benefit package during hiring interviews or by contacting the Human Resources Department. For a detailed listing of benefits, please  click here to view General benefits .   For more information regarding the benefits Placer County has to offer, please visit Placer County's  Human Resources website.   DEFINITION  To perform a variety of more specialized and responsible general and legal administrative, clerical, and document processing functions for assigned program or project within a legal department; to support law enforcements with a variety of administrative tasks; and to act as a shift supervisor and participate in employee training, evaluation and discipline when assigned to the Sheriff's Office.  DISTINGUISHING CHARACTERISTICS  This is the advanced journey level class in the Administrative Legal Clerk series.  Positions at this level are distinguished from other classes within the series by the level of responsibility assumed, the complexity of duties assigned, independence of action taken, and by the nature of the public contact made.  Employees perform the most difficult and responsible types of duties assigned to classes within this series including performing technical clerical duties which require specialized knowledge related to area of assignment within a legal department and/or providing technical and functional supervision over assigned legal clerical staff.  When assigned to the Sheriff's Office, as a shift supervisor, employees perform direct supervision over assigned staff. Employees at this level are required to be fully trained in all procedures related to assigned area of responsibility.   SUPERVISION RECEIVED AND EXERCISED  Receives general supervision from management personnel, and may receive functional or technical supervision from higher level secretarial personnel.    Exercises technical and functional supervision over legal clerical personnel.      May exercise direct supervision over clerical staff when assigned to the Sheriff's Office.   EXAMPLES OF ESSENTIAL DUTIES  Duties may include, but are not limited to, the following:    Relieve supervisor or other department staff of administrative legal support service functions; utilize independent judgment and initiative.      Plan, prioritize and review the work of staff assigned to a variety of general and legal administrative, clerical and document processing functions.      Develop schedules and methods to accomplish assignments ensuring work is completed in a timely and efficient manner.      Participate in evaluating the activities of staff, recommending improvements and modifications.      Provide and coordinate staff training; work with employees to correct deficiencies.      Act as interdepartmental liaison relating to administrative or project support functions for the office and for compliance with County regulations and practices relating to those functions.      Act as shift supervisor when assigned to the Sheriff's Office; conduct employee training and evaluations and implement discipline.      Perform complex legal clerical duties related to a programmatic area of assignment.       review complex legal documents, arrest or incident records, probation reports, and files to identify inaccurate, inconsistent, and unclear information; notify appropriate staff to resolve issue.      Interpret, apply and explain policies and procedures related to area of assignment; respond to individuals requesting services related to area of assignment.      Prepare correspondence and supporting documentation relating to area of assignment; maintain accurate records and files of program activities.      Prepare, interpret and maintain comprehensive inmate and parole criminal cases for inmates; develop inmate arraignment calendar; and perform sentence calculations.     Respond to inquiries from the public and outside law enforcement agencies, both on the telephone and in person, and refer to appropriate staff member for more specific information as appropriate; exhibit familiarity with functions of the County.      Operate and access automated criminal justice communication information systems and subsystems.      Act as information source to inquiries not requiring the supervisor's attention and otherwise assist in representing the department by telephone and in person; compose correspondence as required.      Collect legal information from a variety of documents pertinent to assigned department or functional area of responsibility; compile data for reports; prepare routine reports as required.      Maintain and monitor records and files; follow up on due dates; perform other monitoring functions to ensure timely completion of work.      May perform secretarial duties as necessary; type, proofread and edit correspondence, reports, proposals and contracts.      Build and maintain positive working relationships with co-workers, other County employees and the public using principles of good customer service.      Perform related duties as assigned.        WORKING CONDITIONS  Work is typically performed in an indoor office environment and controlled temperature conditions. Tasks may involve extended periods of time at a keyboard or workstation. Positions may require traveling to and from other locations in a variety of outdoor weather conditions and lifting materials and supplies of light weight. Incumbents may work odd or unusual hours including nights, weekends, holidays and/or overtime and in proximity to, or have contact with inmates or defendants. Incumbents may be subject to periods of facility lockdown.   MINIMUM QUALIFICATIONS   Experience and Training    Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:    Experience:  Three years of increasingly responsible legal clerical experience.    Training:  Equivalent to the completion of the twelfth grade.     License or Certificate:   May need to possess a valid driver's license as required by the position.  Proof of adequate vehicle insurance and medical clearance may also be required.  KNOWLEDGE, SKILLS, AND ABILITIES   Knowledge of:       Legal terminology and forms.     Principles and practices of legal document processing.      English usage, spelling, grammar, and punctuation.      Principles and practices of computer hardware and software including word processing, spreadsheets and database packages.      Principles and practices of filing and record keeping.      Modern office methods, practices, procedures and computer equipment.      Filing and legal record keeping systems      Legal clerical procedures of area to which assigned.      Pertinent laws, codes and regulations.      Business letter and report writing.         Ability to:       On a continuous basis, sit at desk and/or stand at counter for long periods of time.  Intermittently twist and reach office equipment; write and use keyboard to communicate through written means; run errands; lift light weight.      Intermittently, review documents related to department operations; observe, identify and problem solve office operations and procedures; understand, interpret and explain department policies and procedures; explain operations and problem solve office issues for the public and with staff.      Understand the organization and operations of the County and of outside agencies as necessary to assume assigned responsibilities.      Provide technical and functional supervision and direct supervision when serving as shift supervisor.      Train and evaluate assigned shift personnel.      Organize duties and determine priorities in order to meet assigned deadlines.      Interpret, explain and apply operating policy, rules and procedures of assigned function within a legal department as well as pertinent laws, codes, and regulations.      Perform the more complex legal clerical work.     Retrieve, store, and purge information in a wide variety of manual and automated filing systems, and maintain security and confidentiality of restricted information.      Establish and maintain basic financial records; calculate mathematical computations.      Compile and maintain extensive legal records and files.      Type accurately at a speed of 45 words per minute.      Use modern office equipment and computers.     Maintain confidentiality.      Operate a variety of office machines and computer equipment.      Establish and maintain effective working relationships with those contacted in the course of work.      Communicate clearly and concisely, both orally and in writing.        SELECTION PROCEDURE    Training & Experience Rating (100%)     Based upon responses to the supplemental questionnaire, the applicant’s education, training, and experience will be evaluated using a pre-determined formula. Scores from this evaluation will determine applicant ranking and placement on the eligible list.  MISCELLANEOUS INFORMATION   Length of Probation:       All permanent appointments from open eligible lists to positions in the classified service shall serve a probationary period of twelve (12) months or two thousand eighty (2,080) hours, whichever is more.       Bargaining Unit:        General       CONDITION OF EMPLOYMENT  Prior to the date of hire, applicants must undergo a fingerprint test by the Department of Justice, pass a medical examination (which may include a drug screening and possibly a psychological evaluation), sign a constitutional oath, and submit proof of U.S. citizenship or legal right to remain and work in the U.S.  For some positions, applicants may also be required to submit proof of age, undergo a background investigation (which may include a voice stress analysis and/or a polygraph), and/or be bonded. Additionally, positions in law enforcement classifications and those supporting law enforcement functions will be required to complete a conviction history questionnaire prior to or during the interview process. Applicants for positions with access to Medi-Cal billing software or who are licensed providers must clear the Federal Exclusion List, credentialing, and social security verification. Failure to clear these requirements may result in an employment offer being withdrawn.  SUBSTITUTE LISTS  The eligible list resulting from this recruitment may be certified as a substitute list for a substantially similar classification. For this purpose, a substantially similar classification is one at a lower level in the same classification (example: entry level vs. journey level) and/or a similar classification (similar work performed, similar training and experience qualifications required). If you are contacted for an interview by a County department, you will be informed of the classification and other relevant information. If you choose not to interview for a substantially similar classification, you will remain on the eligible list for which you originally applied.  EQUAL OPPORTUNITY EMPLOYER  Thank you for your interest in employment with Placer County. Placer County is an equal opportunity employer and is committed to an active nondiscrimination program. It is the stated policy of Placer County that harassment, discrimination, and retaliation are prohibited and that all employees, applicants, agents, contractors, and interns/volunteers shall receive equal consideration and treatment. All terms and conditions of employment, including but not limited to recruitment, hiring, transfer, and promotion will be based on the qualifications of the individual for the positions being filled regardless of gender (including gender identity and expression), sexual orientation, race (including traits historically associated with race, including, but not limited to, hair texture and protective hairstyles such as braids, locks, and twists), color, ancestry, religion (including creed and belief), national origin, citizenship, physical disability (including HIV and AIDS), mental disability, medical condition (including cancer or genetic characteristics/information), age (40 or over),  marital status, military and/or veteran status, sex (including parental status, pregnancy, childbirth, breastfeeding, and related medical conditions), reproductive health decision making, political orientation, or any other classification protected by federal, state, or local law. Please contact the Human Resources Department at least 5 working days before a scheduled examination if you require accommodation in the examination process. Medical disability verification may be required prior to accommodation.  Conclusion   For questions regarding this recruitment, please contact Andrea Marthaler, Administrative Technician, at amarthaler@placer.ca.gov or (530) 886-4664.    Closing Date/Time: Open Until Filled
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        Introduction   Living in Placer County  from  Placer County Video Portal   Placer County is comprised of over 1,400 square miles of beautiful and diverse geography, ranging from the residential and commercial areas of South Placer, through the historic foothill areas of Auburn, Foresthill, and Colfax, and to the County's jewel of the North Lake Tahoe basin. Placer is a great place to live, work, play, and learn! For more information about Placer County, please visit  www.placer.ca.gov  .   POSITION INFORMATION    This classification is scheduled to receive a general wage increase of 4% in July 2024.     The Senior Administrative Legal Clerk classification is assigned to the Sheriff's Office, the District Attorney's Office, and the Probation Department.   The Corrections Division of the Sheriff's Office is seeking to fill one Senior Administrative Legal Clerk vacancy.  This position will perform a variety of more specialized administrative clerical work and is responsible for supervising and supporting Administrative Legal Clerks working in warrants, booking, and front office with their assigned duties. Senior positions in this division receive an additional 5% Jail Shift Supervisor Pay.  This division requires working 12-hour shifts, including nights, weekends and holidays.  Positions are located in the jail at either the Auburn or South Placer facility. All jail shifts are rotational based upon seniority. In addition to the base hourly rate listed above, individuals assigned to the jail will receive Jail Incentive Pay of 5%, as well as a yearly uniform allowance of $750.00. Those assigned to work the night shift will receive a shift differential of 7.5%. Those assigned to work as a shift supervisor will receive an additional 5% of base salary.   To view a recruitment video for the Sheriff's Office, please click  here .   The eligible list established from this recruitment may also be used to fill future vacancies as they arise in the Sheriff's Office, District Attorney's Office, and/or the Probation Department.   BENEFITS  Placer County offers a comprehensive benefits package to employees, including:     Holidays: 14 paid holidays per year, 2 of which are floating holidays*   Vacation leave: 10 days/year with ability to accrue 25 days/year   Sick leave: 12 days/year*   Cafeteria plan: 6% of employee’s salary will be contributed towards employee to use towards 401(k), dependent care, medical co-insurance, or cash   Medical, dental, and vision insurance available for employees and dependents   $50,000 life insurance policy at no cost to employee   CalPERS retirement plans   Retiree medical insurance   Deferred compensation   Education allowance: up to $1,200 per year   Bilingual incentive: incumbents may be eligible for bilingual incentive pay depending upon operational needs and certification of proficiency.     *Amounts will be prorated for part-time employees and employees hired after the first of the year.   The information above represents benefits currently available to permanent Placer County employees and may be subject to change. Applicants should inquire about the most current benefit package during hiring interviews or by contacting the Human Resources Department. For a detailed listing of benefits, please  click here to view General benefits .   For more information regarding the benefits Placer County has to offer, please visit Placer County's  Human Resources website.   DEFINITION  To perform a variety of more specialized and responsible general and legal administrative, clerical, and document processing functions for assigned program or project within a legal department; to support law enforcements with a variety of administrative tasks; and to act as a shift supervisor and participate in employee training, evaluation and discipline when assigned to the Sheriff's Office.  DISTINGUISHING CHARACTERISTICS  This is the advanced journey level class in the Administrative Legal Clerk series.  Positions at this level are distinguished from other classes within the series by the level of responsibility assumed, the complexity of duties assigned, independence of action taken, and by the nature of the public contact made.  Employees perform the most difficult and responsible types of duties assigned to classes within this series including performing technical clerical duties which require specialized knowledge related to area of assignment within a legal department and/or providing technical and functional supervision over assigned legal clerical staff.  When assigned to the Sheriff's Office, as a shift supervisor, employees perform direct supervision over assigned staff. Employees at this level are required to be fully trained in all procedures related to assigned area of responsibility.   SUPERVISION RECEIVED AND EXERCISED  Receives general supervision from management personnel, and may receive functional or technical supervision from higher level secretarial personnel.    Exercises technical and functional supervision over legal clerical personnel.      May exercise direct supervision over clerical staff when assigned to the Sheriff's Office.   EXAMPLES OF ESSENTIAL DUTIES  Duties may include, but are not limited to, the following:    Relieve supervisor or other department staff of administrative legal support service functions; utilize independent judgment and initiative.      Plan, prioritize and review the work of staff assigned to a variety of general and legal administrative, clerical and document processing functions.      Develop schedules and methods to accomplish assignments ensuring work is completed in a timely and efficient manner.      Participate in evaluating the activities of staff, recommending improvements and modifications.      Provide and coordinate staff training; work with employees to correct deficiencies.      Act as interdepartmental liaison relating to administrative or project support functions for the office and for compliance with County regulations and practices relating to those functions.      Act as shift supervisor when assigned to the Sheriff's Office; conduct employee training and evaluations and implement discipline.      Perform complex legal clerical duties related to a programmatic area of assignment.       review complex legal documents, arrest or incident records, probation reports, and files to identify inaccurate, inconsistent, and unclear information; notify appropriate staff to resolve issue.      Interpret, apply and explain policies and procedures related to area of assignment; respond to individuals requesting services related to area of assignment.      Prepare correspondence and supporting documentation relating to area of assignment; maintain accurate records and files of program activities.      Prepare, interpret and maintain comprehensive inmate and parole criminal cases for inmates; develop inmate arraignment calendar; and perform sentence calculations.     Respond to inquiries from the public and outside law enforcement agencies, both on the telephone and in person, and refer to appropriate staff member for more specific information as appropriate; exhibit familiarity with functions of the County.      Operate and access automated criminal justice communication information systems and subsystems.      Act as information source to inquiries not requiring the supervisor's attention and otherwise assist in representing the department by telephone and in person; compose correspondence as required.      Collect legal information from a variety of documents pertinent to assigned department or functional area of responsibility; compile data for reports; prepare routine reports as required.      Maintain and monitor records and files; follow up on due dates; perform other monitoring functions to ensure timely completion of work.      May perform secretarial duties as necessary; type, proofread and edit correspondence, reports, proposals and contracts.      Build and maintain positive working relationships with co-workers, other County employees and the public using principles of good customer service.      Perform related duties as assigned.        WORKING CONDITIONS  Work is typically performed in an indoor office environment and controlled temperature conditions. Tasks may involve extended periods of time at a keyboard or workstation. Positions may require traveling to and from other locations in a variety of outdoor weather conditions and lifting materials and supplies of light weight. Incumbents may work odd or unusual hours including nights, weekends, holidays and/or overtime and in proximity to, or have contact with inmates or defendants. Incumbents may be subject to periods of facility lockdown.   MINIMUM QUALIFICATIONS   Experience and Training    Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:    Experience:  Three years of increasingly responsible legal clerical experience.    Training:  Equivalent to the completion of the twelfth grade.     License or Certificate:   May need to possess a valid driver's license as required by the position.  Proof of adequate vehicle insurance and medical clearance may also be required.  KNOWLEDGE, SKILLS, AND ABILITIES   Knowledge of:       Legal terminology and forms.     Principles and practices of legal document processing.      English usage, spelling, grammar, and punctuation.      Principles and practices of computer hardware and software including word processing, spreadsheets and database packages.      Principles and practices of filing and record keeping.      Modern office methods, practices, procedures and computer equipment.      Filing and legal record keeping systems      Legal clerical procedures of area to which assigned.      Pertinent laws, codes and regulations.      Business letter and report writing.         Ability to:       On a continuous basis, sit at desk and/or stand at counter for long periods of time.  Intermittently twist and reach office equipment; write and use keyboard to communicate through written means; run errands; lift light weight.      Intermittently, review documents related to department operations; observe, identify and problem solve office operations and procedures; understand, interpret and explain department policies and procedures; explain operations and problem solve office issues for the public and with staff.      Understand the organization and operations of the County and of outside agencies as necessary to assume assigned responsibilities.      Provide technical and functional supervision and direct supervision when serving as shift supervisor.      Train and evaluate assigned shift personnel.      Organize duties and determine priorities in order to meet assigned deadlines.      Interpret, explain and apply operating policy, rules and procedures of assigned function within a legal department as well as pertinent laws, codes, and regulations.      Perform the more complex legal clerical work.     Retrieve, store, and purge information in a wide variety of manual and automated filing systems, and maintain security and confidentiality of restricted information.      Establish and maintain basic financial records; calculate mathematical computations.      Compile and maintain extensive legal records and files.      Type accurately at a speed of 45 words per minute.      Use modern office equipment and computers.     Maintain confidentiality.      Operate a variety of office machines and computer equipment.      Establish and maintain effective working relationships with those contacted in the course of work.      Communicate clearly and concisely, both orally and in writing.        SELECTION PROCEDURE    Training & Experience Rating (100%)     Based upon responses to the supplemental questionnaire, the applicant’s education, training, and experience will be evaluated using a pre-determined formula. Scores from this evaluation will determine applicant ranking and placement on the eligible list.  MISCELLANEOUS INFORMATION   Length of Probation:       All permanent appointments from open eligible lists to positions in the classified service shall serve a probationary period of twelve (12) months or two thousand eighty (2,080) hours, whichever is more.       Bargaining Unit:        General       CONDITION OF EMPLOYMENT  Prior to the date of hire, applicants must undergo a fingerprint test by the Department of Justice, pass a medical examination (which may include a drug screening and possibly a psychological evaluation), sign a constitutional oath, and submit proof of U.S. citizenship or legal right to remain and work in the U.S.  For some positions, applicants may also be required to submit proof of age, undergo a background investigation (which may include a voice stress analysis and/or a polygraph), and/or be bonded. Additionally, positions in law enforcement classifications and those supporting law enforcement functions will be required to complete a conviction history questionnaire prior to or during the interview process. Applicants for positions with access to Medi-Cal billing software or who are licensed providers must clear the Federal Exclusion List, credentialing, and social security verification. Failure to clear these requirements may result in an employment offer being withdrawn.  SUBSTITUTE LISTS  The eligible list resulting from this recruitment may be certified as a substitute list for a substantially similar classification. For this purpose, a substantially similar classification is one at a lower level in the same classification (example: entry level vs. journey level) and/or a similar classification (similar work performed, similar training and experience qualifications required). If you are contacted for an interview by a County department, you will be informed of the classification and other relevant information. If you choose not to interview for a substantially similar classification, you will remain on the eligible list for which you originally applied.  EQUAL OPPORTUNITY EMPLOYER  Thank you for your interest in employment with Placer County. Placer County is an equal opportunity employer and is committed to an active nondiscrimination program. It is the stated policy of Placer County that harassment, discrimination, and retaliation are prohibited and that all employees, applicants, agents, contractors, and interns/volunteers shall receive equal consideration and treatment. All terms and conditions of employment, including but not limited to recruitment, hiring, transfer, and promotion will be based on the qualifications of the individual for the positions being filled regardless of gender (including gender identity and expression), sexual orientation, race (including traits historically associated with race, including, but not limited to, hair texture and protective hairstyles such as braids, locks, and twists), color, ancestry, religion (including creed and belief), national origin, citizenship, physical disability (including HIV and AIDS), mental disability, medical condition (including cancer or genetic characteristics/information), age (40 or over),  marital status, military and/or veteran status, sex (including parental status, pregnancy, childbirth, breastfeeding, and related medical conditions), reproductive health decision making, political orientation, or any other classification protected by federal, state, or local law. Please contact the Human Resources Department at least 5 working days before a scheduled examination if you require accommodation in the examination process. Medical disability verification may be required prior to accommodation.  Conclusion   For questions regarding this recruitment, please contact Andrea Marthaler, Administrative Technician, at amarthaler@placer.ca.gov or (530) 886-4664.    Closing Date/Time: Open Until Filled
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            The Position  ***This is a continuous recruitment***    ***Qualified candidates are encouraged to apply immediately***    Why join Contra Costa County?   Are you interested in pursuing a new opportunity and a career in public service? Contra Costa County is seeking talented and qualified individuals to fill clerical vacancies throughout the County!    Once on board, there are opportunities for Clerk-Experienced Level employees to advance to Clerk-Senior Level after satisfying the requirements. Also, there are potential advancement opportunities to other specialized and supervisory clerical positions.     Typing Positions   : To be considered for typing positions, applicants must complete a typing test validating the ability to type at least 40 net words per minute. If you do not already have a typing certificate, you may utilize the following resource to take an online typing test:     Visit https://es.eskill.com/es/quiz?testId=ffc84be3af23ce70 to take an online typing test. Test results will be sent to you via email, please attach them to your application. Candidates who do not include a valid typing test score will be considered for non-typing positions only.    Bilingual candidates are strongly encouraged to apply. We offer a monthly salary differential of $200 to employees in assignments that require bilingual proficiency.   To read the complete Clerk - Experienced Level job description, please visit this website https://www.contracosta.ca.gov/1338/Job-Descriptions   For  Frequently Asked Questions  regarding this recruitment, please click on the following link before applying: https://www.contracosta.ca.gov/DocumentCenter/View/75126/FAQ-Clerk-Clerk-Experienced-Level-Continuous-PDF    The eligible list established from this recruitment may remain in effect for six (6) months.    We are looking for someone who is:     Detail oriented.  You will be responsible for ensuring accuracy of written communications, numbers, or data entry   Customer focused.  Your role will require you to be responsive and proactive when addressing customer needs   Organized.  You will need to balance multiple assignments and priorities in a fast-paced environment   Dependable.  Your assigned unit will rely on you for support   What you will typically be responsible for:    General office duties such as typing, scanning, proofreading, filing, and email correspondence  Receiving mail and processing it or routing it to the appropriate person  Entering and maintaining data or other information in a computer database  Checking forms for accuracy and proper completion  Proofreading information such as records or reports  Screening phone calls, answering questions, taking messages, or forwarding to appropriate person for resolution    A few reasons you might love this job:    Your work will have a direct impact on the County's ability to provide important public services   There is opportunity for promotional growth  There is a wide variety of County departments with clerical staffing needs, so you can expand the breadth of your experience   A few challenges you might face in this job :   Your customers will include some people with strong personalities and/or high expectations  Tasks can vary depending upon the operational need and the department you are assigned to work  You will work in a highly regulated government environment    Competencies Required:      Oral Communication:   Engaging effectively in dialogue    Writing:  Communicating effectively in writing   Attention to Detail:  Focusing on the details of work content, work steps, and final work products   Building & Maintaining Relationships:  Establishing rapport and maintaining mutually productive relationships   Customer Focus:  Attending to the needs and expectations of customers   Using Technology:  Working with electronic hardware and software applications   Professional & Technical Expertise:  Applying technical subject matter to the job   Valuing Diversity:  Appreciating the benefits of varied backgrounds and cultures in the workplace   Fact Finding:  Obtaining facts and data pertaining to an issue or question   Mathematical Facility:  Performing computations and solving mathematical problems   Professional Integrity & Ethics:  Displaying honesty, adherence to principles, and personal accountability   Self-Management:  Showing personal organization, self-discipline, and dependability   Adaptability:  Responding positively to change and modifying behavior as the situation requires    EXAM DATES    Tentative Online Written Exams:      February 2024  (For applications received 12/11/23 - 2/4/24)    April 2024   (For applications received 2/5/24 - 4/7/24)    June 2024   ( For applications received 4/8/24 - 6/2/24)    August 2024   (For applications received 6/3/24 - 8/4/24)     Minimum Qualifications   Typing Skills:  The ability to type at a speed of not less than 40 words per minute from clear manuscript or printed or typewritten copy. Employees who are in positions which do not require typing, or classifications which require typing at a lower speed, may be required to demonstrate their ability to type 40 words per minute before appointment, transfer or reassignment into positions requiring typing.   Level B:  One (1) year of full-time office clerical experience, or equivalent animal related clerical experience.  Selection Process    Selection Process:      Application Filing and Evaluation : Applicants will be required to complete a supplemental questionnaire at the time of application, applications will be evaluated to determine which candidates will move forward in the next phase of the recruitment process.  Online Multiple-Choice Test : Candidates invited to take the online skills assessment will need access to a computer and internet. Candidates will be evaluated on necessary knowledge and skills that may include, but are not limited to: clerical skills, mathematical ability, grammar and vocabulary, interpersonal skills, and customer service.    Candidates are not permitted to retake the same assessment within a six (6) month period. If you apply for another recruitment that uses this exam and the test is scheduled within six (6) months of the date you took the test this time, you will not have the option to re-take the exam.     3.   Final Selection Interviews : Vary dependent upon the departments filling vacancies.  Meeting the minimum qualifications does not guarantee an invitation to participate in the selection process.   The Human Resources Department may change the examination steps noted above in accordance with the Personnel Management Regulations and accepted selection practices.     For recruitment-specific questions, please contact HR at Jobs@hrd.cccounty.us. For any technical issues, please contact the GovernmentJobs’ applicant support team for assistance at +1 855-524-5627.    CONVICTION HISTORY  After you receive a conditional job offer, you will be fingerprinted, and your fingerprints will be sent to the California Department of Justice (DOJ) and the Federal Bureau of Investigation (FBI). The resulting report of your conviction history (if any) will be used to determine whether the nature of your conviction conflicts with the specific duties and responsibilities of the job for which you have received a conditional job offer. If a conflict exists, you will be asked to present any evidence of rehabilitation that may mitigate the conflict, except when federal or state regulations bar employment in specific circumstances. Having a conviction history does not automatically preclude you from a job with Contra Costa County. If you accept a conditional job offer, the Human Resources Department will contact you to schedule a fingerprinting appointment.   DISASTER SERVICE WORKER  All Contra Costa County employees are designated Disaster Service Workers through state and local law. Employment with the County requires the affirmation of a loyalty oath to this effect. Employees are required to complete all Disaster Service Worker-related training as assigned, and to return to work as ordered in the event of an emergency.   EQUAL EMPLOYMENT OPPORTUNITY   It is the policy of Contra Costa County to consider all applicants for employment without regard to race, color, religion, sex, national origin, ethnicity, age, disability, sexual orientation, gender, gender identity, gender expression, marital status, ancestry, medical condition, genetic information, military or veteran status, or other protected category under the law.  To find more information on Benefits offered by Contra Costa County, please go to https://www.contracosta.ca.gov/1343/Employee-Benefits  Closing Date/Time: 4/7/2024 11:59 PM Pacific
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        The Position  ***This is a continuous recruitment***    ***Qualified candidates are encouraged to apply immediately***    Why join Contra Costa County?   Are you interested in pursuing a new opportunity and a career in public service? Contra Costa County is seeking talented and qualified individuals to fill clerical vacancies throughout the County!    Once on board, there are opportunities for Clerk-Experienced Level employees to advance to Clerk-Senior Level after satisfying the requirements. Also, there are potential advancement opportunities to other specialized and supervisory clerical positions.     Typing Positions   : To be considered for typing positions, applicants must complete a typing test validating the ability to type at least 40 net words per minute. If you do not already have a typing certificate, you may utilize the following resource to take an online typing test:     Visit https://es.eskill.com/es/quiz?testId=ffc84be3af23ce70 to take an online typing test. Test results will be sent to you via email, please attach them to your application. Candidates who do not include a valid typing test score will be considered for non-typing positions only.    Bilingual candidates are strongly encouraged to apply. We offer a monthly salary differential of $200 to employees in assignments that require bilingual proficiency.   To read the complete Clerk - Experienced Level job description, please visit this website https://www.contracosta.ca.gov/1338/Job-Descriptions   For  Frequently Asked Questions  regarding this recruitment, please click on the following link before applying: https://www.contracosta.ca.gov/DocumentCenter/View/75126/FAQ-Clerk-Clerk-Experienced-Level-Continuous-PDF    The eligible list established from this recruitment may remain in effect for six (6) months.    We are looking for someone who is:     Detail oriented.  You will be responsible for ensuring accuracy of written communications, numbers, or data entry   Customer focused.  Your role will require you to be responsive and proactive when addressing customer needs   Organized.  You will need to balance multiple assignments and priorities in a fast-paced environment   Dependable.  Your assigned unit will rely on you for support   What you will typically be responsible for:    General office duties such as typing, scanning, proofreading, filing, and email correspondence  Receiving mail and processing it or routing it to the appropriate person  Entering and maintaining data or other information in a computer database  Checking forms for accuracy and proper completion  Proofreading information such as records or reports  Screening phone calls, answering questions, taking messages, or forwarding to appropriate person for resolution    A few reasons you might love this job:    Your work will have a direct impact on the County's ability to provide important public services   There is opportunity for promotional growth  There is a wide variety of County departments with clerical staffing needs, so you can expand the breadth of your experience   A few challenges you might face in this job :   Your customers will include some people with strong personalities and/or high expectations  Tasks can vary depending upon the operational need and the department you are assigned to work  You will work in a highly regulated government environment    Competencies Required:      Oral Communication:   Engaging effectively in dialogue    Writing:  Communicating effectively in writing   Attention to Detail:  Focusing on the details of work content, work steps, and final work products   Building & Maintaining Relationships:  Establishing rapport and maintaining mutually productive relationships   Customer Focus:  Attending to the needs and expectations of customers   Using Technology:  Working with electronic hardware and software applications   Professional & Technical Expertise:  Applying technical subject matter to the job   Valuing Diversity:  Appreciating the benefits of varied backgrounds and cultures in the workplace   Fact Finding:  Obtaining facts and data pertaining to an issue or question   Mathematical Facility:  Performing computations and solving mathematical problems   Professional Integrity & Ethics:  Displaying honesty, adherence to principles, and personal accountability   Self-Management:  Showing personal organization, self-discipline, and dependability   Adaptability:  Responding positively to change and modifying behavior as the situation requires    EXAM DATES    Tentative Online Written Exams:      February 2024  (For applications received 12/11/23 - 2/4/24)    April 2024   (For applications received 2/5/24 - 4/7/24)    June 2024   ( For applications received 4/8/24 - 6/2/24)    August 2024   (For applications received 6/3/24 - 8/4/24)     Minimum Qualifications   Typing Skills:  The ability to type at a speed of not less than 40 words per minute from clear manuscript or printed or typewritten copy. Employees who are in positions which do not require typing, or classifications which require typing at a lower speed, may be required to demonstrate their ability to type 40 words per minute before appointment, transfer or reassignment into positions requiring typing.   Level B:  One (1) year of full-time office clerical experience, or equivalent animal related clerical experience.  Selection Process    Selection Process:      Application Filing and Evaluation : Applicants will be required to complete a supplemental questionnaire at the time of application, applications will be evaluated to determine which candidates will move forward in the next phase of the recruitment process.  Online Multiple-Choice Test : Candidates invited to take the online skills assessment will need access to a computer and internet. Candidates will be evaluated on necessary knowledge and skills that may include, but are not limited to: clerical skills, mathematical ability, grammar and vocabulary, interpersonal skills, and customer service.    Candidates are not permitted to retake the same assessment within a six (6) month period. If you apply for another recruitment that uses this exam and the test is scheduled within six (6) months of the date you took the test this time, you will not have the option to re-take the exam.     3.   Final Selection Interviews : Vary dependent upon the departments filling vacancies.  Meeting the minimum qualifications does not guarantee an invitation to participate in the selection process.   The Human Resources Department may change the examination steps noted above in accordance with the Personnel Management Regulations and accepted selection practices.     For recruitment-specific questions, please contact HR at Jobs@hrd.cccounty.us. For any technical issues, please contact the GovernmentJobs’ applicant support team for assistance at +1 855-524-5627.    CONVICTION HISTORY  After you receive a conditional job offer, you will be fingerprinted, and your fingerprints will be sent to the California Department of Justice (DOJ) and the Federal Bureau of Investigation (FBI). The resulting report of your conviction history (if any) will be used to determine whether the nature of your conviction conflicts with the specific duties and responsibilities of the job for which you have received a conditional job offer. If a conflict exists, you will be asked to present any evidence of rehabilitation that may mitigate the conflict, except when federal or state regulations bar employment in specific circumstances. Having a conviction history does not automatically preclude you from a job with Contra Costa County. If you accept a conditional job offer, the Human Resources Department will contact you to schedule a fingerprinting appointment.   DISASTER SERVICE WORKER  All Contra Costa County employees are designated Disaster Service Workers through state and local law. Employment with the County requires the affirmation of a loyalty oath to this effect. Employees are required to complete all Disaster Service Worker-related training as assigned, and to return to work as ordered in the event of an emergency.   EQUAL EMPLOYMENT OPPORTUNITY   It is the policy of Contra Costa County to consider all applicants for employment without regard to race, color, religion, sex, national origin, ethnicity, age, disability, sexual orientation, gender, gender identity, gender expression, marital status, ancestry, medical condition, genetic information, military or veteran status, or other protected category under the law.  To find more information on Benefits offered by Contra Costa County, please go to https://www.contracosta.ca.gov/1343/Employee-Benefits  Closing Date/Time: 4/7/2024 11:59 PM Pacific
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            The Position   Are you interested in criminal justice? Do you enjoy working in fast-paced environments and pride yourself on your excellent customer service?     You may be the Police Desk Clerk we are looking for!     About the Position:    Job Appointment:  Full Time, Regular Work Schedule:  Some Police Desk Clerks work in a 24-hour facility, which may require working day, evening or night shifts, weekends and/or holidays in addition to emergency response. All Police Desk Clerks will work 4 days a week - 10 hour shifts (with 3 days off). Work Location:  Current vacancies exist at the Central Precinct 1111 SW 2nd Ave Portland, OR.   Benefits:  Please check our benefits tab for an overview of benefits for this position.   Union Representation:  This position is represented by  DCTU .  External applicants start at Entry rate . For more information on the union agreement please visit https://www.portland.gov/bhr/employee-relations/labor-relations/labor-agreements    Application Materials:  Please click APPLY to submit your application via the City of Portland’s online portal. You will need to respond to the supplemental questions and attach a resume.   Position Summary:   The City of Portland is currently seeking multiple Police Desk Clerks to join Portland Police Bureau. Police Desk Clerks assist sworn members of the Bureau by accessing and supplying confidential information and providing administrative support. Police Desk Clerks also assist the public both in person and via phone while remaining calm and providing excellent customer service. Situations may arise that are tense and de-escalation techniques are an essential function of the role. This essential classification requires a Law Enforcement Data Systems (LEDS) certification within three (3) months of hire. Training and certification will be done on site.   Graduating high school seniors or GED candidates are encouraged to apply for this opportunity.    As a Police Desk Clerk, you will:    Provide extensive customer service to a variety of internal and external stakeholders with integrity and honesty; many of the contacts are sensitive, stressful, and confidential in nature.   Assist sworn PPB members by accessing and supplying confidential information and administrative support utilizing RegJIN, LEDS, and other internal program systems.  Perform multiple tasks and administrative support while dealing with frequent interruptions.   Respond to inquiries and complaints both in person and over the phone.  Access a variety of computer systems to provide support to officers and the public.   Research, retrieve and report information as needed.   Carry out individual responsibilities with initiative, independence, and sound judgement.    Who you are:     Excellent Communicator:  You are an effective communicator.    Organized : You can work on a multitude of tasks and understand/react to various situations in a fast-paced work environment.    Punctual:  You are reliable and punctual to regular work attendance.    Empathetic:  You can understand diverse perspectives and bring empathy within your work and communication style.       Virtual Zoom Meet & Greet Opportunity     Come meet the hiring manager and the senior recruiter! We'll be talking about this position’s duties and responsibilities, day to day, review the job announcement, how to apply, and answer questions you have about the position.   To Be Determined - we will notify all applicants regarding the information session. Or, you can email karen.ehn@portlandoregon.gov to receive an emailed notification of date(s) and times.    Have a Question? Contact Information  Karen Ehn, Recruiter  Bureau of Human Resources  karen.ehn@portlandoregon.gov  To Qualify   The following minimum qualifications are required for this position:    Ability  to diffuse situations and resolving conflicts with difficult customers. Experience  using multiple computer applications and databases to maintain files and research information. Ability  to navigate and provide services to customer who may be distraught or upset. Experience  communicating effectively in writing, over the phone, and in-person to provide accurate and detailed information to both internal and external stakeholders. Ability  to work and adapt in an environment with changing priorities and frequent interruptions, and to be able to assess a situation using independent judgement.  Ability  to learn rules, regulations, and/or procedures to properly inform officers and the public.  Applicants must also:   Be able to successfully pass an  in-depth background investigation.   Be able to work any shift including days, evenings, nights, weekends, and holidays.    The Recruitment Process   Step 1: Apply online between 3/18/2024-6/24/2024   Required Application Materials:    Resume  Answer to the Supplemental Questions (click on the Questions tab to preview the questions)   Optional Application Materials:    Veteran documents to request for Veteran Preference (ex, DD214-Member 4, VA Benefit Letter, etc.)  Application Tips   Your responses to the supplemental questions should include details describing your education, training and/or experience, and where obtained which clearly reflects your qualifications for each of the numbered items in the "To Qualify" section of this announcement.  Your résumé should support the details described in your responses to the supplemental questions.  Do not attach any additional documents. Please note, all completed applications for this position must be submitted no later than on the closing date and time of this recruitment. All applications must be submitted via the City's online application process.  Do not attach materials not requested . E-mailed and/or faxed applications will not be accepted.   Step 2: Minimum Qualification Evaluation: Every Two Weeks    An evaluation of each applicant's training and paid and unpaid experience, as demonstrated in their resume and supplemental questions, weighted 100%.  Your résumé and responses to the supplemental questions will be the basis for our evaluation of your qualifications for this position. Incomplete or inappropriate information may result in disqualification.  You have 14 days from the notice of the minimum qualification evaluation results to let us know if you would like to review and discuss your evaluation result. Please read the City of Portland Administrative Rule 3.01 for complete information.    Step 3: Establishment of Eligible List: Every Two Weeks    Candidates who meet the minimum qualifications will be placed on the equally ranked eligible list.  1st Eligible List established the week of 04/01/2024  2nd Eligible list established the week of 04/15/2024     Step 4: Selection (Interview): ongoing during recruitment    Hiring bureau will review and select candidates for an interview.  Please note, the selection process may take up to 90 days from the notification of being placed on the eligible list.   Step 5: Contingent Offer of Employment  : TBD  Applicants who successfully pass the oral interview will receive a conditional offer for current/future vacancies which will advance you to the background investigation step.   Step 6: Background Investigation:   TBD Background Investigations for this position typically take 2-6 months to complete so you will want to plan accordingly.   The information that will be required when you complete the Personal History Statement includes:   Employment Information (past 10 years or back to age 17)   Residential Information (past 10 years or back to age 17)   Financial Information   References (8 without using the same people as coworker or supervisor references)   Family Member Information   Driving History   Past/Present Drug Use and/or Controlled Substances   Criminal History    Step 6: Start Date:   TBD    A start date will be determined after all conditions of employment have been met.   *Timeline is approximate and subject to change.   Additional Information   Click here    for additional information regarding the following:    Veteran Preference    ADA, Pregnancy, and Religious Accommodations     Work Status    Equal Employment Opportunity       An Equal Opportunity / Affirmative Action Employer     A Career with the City of Portland offers many Employee Benefits   We offer a comprehensive benefits package, including but not limited to    Health Care (Medical, Vision and Dental)   Carrot Fertility   Wellness Benefits   Life Insurance   Short- and Long-term disability coverage to eligible employees and their families.    Employee Assistance Plan   Flexible Spending Accounts   Retirement   Oregon Public Employees Retirement System (PERS), including contributions to the PERS IAP plan paid by employer    Family Medical Leave   City Paid Parental Leave   AND SO MANY MORE!   Benefits may vary depending on bargaining unit and employment status. Click here to review the many different benefits the City of Portland offers .  Closing Date/Time: 6/24/2024 11:59 PM Pacific
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        The Position   Are you interested in criminal justice? Do you enjoy working in fast-paced environments and pride yourself on your excellent customer service?     You may be the Police Desk Clerk we are looking for!     About the Position:    Job Appointment:  Full Time, Regular Work Schedule:  Some Police Desk Clerks work in a 24-hour facility, which may require working day, evening or night shifts, weekends and/or holidays in addition to emergency response. All Police Desk Clerks will work 4 days a week - 10 hour shifts (with 3 days off). Work Location:  Current vacancies exist at the Central Precinct 1111 SW 2nd Ave Portland, OR.   Benefits:  Please check our benefits tab for an overview of benefits for this position.   Union Representation:  This position is represented by  DCTU .  External applicants start at Entry rate . For more information on the union agreement please visit https://www.portland.gov/bhr/employee-relations/labor-relations/labor-agreements    Application Materials:  Please click APPLY to submit your application via the City of Portland’s online portal. You will need to respond to the supplemental questions and attach a resume.   Position Summary:   The City of Portland is currently seeking multiple Police Desk Clerks to join Portland Police Bureau. Police Desk Clerks assist sworn members of the Bureau by accessing and supplying confidential information and providing administrative support. Police Desk Clerks also assist the public both in person and via phone while remaining calm and providing excellent customer service. Situations may arise that are tense and de-escalation techniques are an essential function of the role. This essential classification requires a Law Enforcement Data Systems (LEDS) certification within three (3) months of hire. Training and certification will be done on site.   Graduating high school seniors or GED candidates are encouraged to apply for this opportunity.    As a Police Desk Clerk, you will:    Provide extensive customer service to a variety of internal and external stakeholders with integrity and honesty; many of the contacts are sensitive, stressful, and confidential in nature.   Assist sworn PPB members by accessing and supplying confidential information and administrative support utilizing RegJIN, LEDS, and other internal program systems.  Perform multiple tasks and administrative support while dealing with frequent interruptions.   Respond to inquiries and complaints both in person and over the phone.  Access a variety of computer systems to provide support to officers and the public.   Research, retrieve and report information as needed.   Carry out individual responsibilities with initiative, independence, and sound judgement.    Who you are:     Excellent Communicator:  You are an effective communicator.    Organized : You can work on a multitude of tasks and understand/react to various situations in a fast-paced work environment.    Punctual:  You are reliable and punctual to regular work attendance.    Empathetic:  You can understand diverse perspectives and bring empathy within your work and communication style.       Virtual Zoom Meet & Greet Opportunity     Come meet the hiring manager and the senior recruiter! We'll be talking about this position’s duties and responsibilities, day to day, review the job announcement, how to apply, and answer questions you have about the position.   To Be Determined - we will notify all applicants regarding the information session. Or, you can email karen.ehn@portlandoregon.gov to receive an emailed notification of date(s) and times.    Have a Question? Contact Information  Karen Ehn, Recruiter  Bureau of Human Resources  karen.ehn@portlandoregon.gov  To Qualify   The following minimum qualifications are required for this position:    Ability  to diffuse situations and resolving conflicts with difficult customers. Experience  using multiple computer applications and databases to maintain files and research information. Ability  to navigate and provide services to customer who may be distraught or upset. Experience  communicating effectively in writing, over the phone, and in-person to provide accurate and detailed information to both internal and external stakeholders. Ability  to work and adapt in an environment with changing priorities and frequent interruptions, and to be able to assess a situation using independent judgement.  Ability  to learn rules, regulations, and/or procedures to properly inform officers and the public.  Applicants must also:   Be able to successfully pass an  in-depth background investigation.   Be able to work any shift including days, evenings, nights, weekends, and holidays.    The Recruitment Process   Step 1: Apply online between 3/18/2024-6/24/2024   Required Application Materials:    Resume  Answer to the Supplemental Questions (click on the Questions tab to preview the questions)   Optional Application Materials:    Veteran documents to request for Veteran Preference (ex, DD214-Member 4, VA Benefit Letter, etc.)  Application Tips   Your responses to the supplemental questions should include details describing your education, training and/or experience, and where obtained which clearly reflects your qualifications for each of the numbered items in the "To Qualify" section of this announcement.  Your résumé should support the details described in your responses to the supplemental questions.  Do not attach any additional documents. Please note, all completed applications for this position must be submitted no later than on the closing date and time of this recruitment. All applications must be submitted via the City's online application process.  Do not attach materials not requested . E-mailed and/or faxed applications will not be accepted.   Step 2: Minimum Qualification Evaluation: Every Two Weeks    An evaluation of each applicant's training and paid and unpaid experience, as demonstrated in their resume and supplemental questions, weighted 100%.  Your résumé and responses to the supplemental questions will be the basis for our evaluation of your qualifications for this position. Incomplete or inappropriate information may result in disqualification.  You have 14 days from the notice of the minimum qualification evaluation results to let us know if you would like to review and discuss your evaluation result. Please read the City of Portland Administrative Rule 3.01 for complete information.    Step 3: Establishment of Eligible List: Every Two Weeks    Candidates who meet the minimum qualifications will be placed on the equally ranked eligible list.  1st Eligible List established the week of 04/01/2024  2nd Eligible list established the week of 04/15/2024     Step 4: Selection (Interview): ongoing during recruitment    Hiring bureau will review and select candidates for an interview.  Please note, the selection process may take up to 90 days from the notification of being placed on the eligible list.   Step 5: Contingent Offer of Employment  : TBD  Applicants who successfully pass the oral interview will receive a conditional offer for current/future vacancies which will advance you to the background investigation step.   Step 6: Background Investigation:   TBD Background Investigations for this position typically take 2-6 months to complete so you will want to plan accordingly.   The information that will be required when you complete the Personal History Statement includes:   Employment Information (past 10 years or back to age 17)   Residential Information (past 10 years or back to age 17)   Financial Information   References (8 without using the same people as coworker or supervisor references)   Family Member Information   Driving History   Past/Present Drug Use and/or Controlled Substances   Criminal History    Step 6: Start Date:   TBD    A start date will be determined after all conditions of employment have been met.   *Timeline is approximate and subject to change.   Additional Information   Click here    for additional information regarding the following:    Veteran Preference    ADA, Pregnancy, and Religious Accommodations     Work Status    Equal Employment Opportunity       An Equal Opportunity / Affirmative Action Employer     A Career with the City of Portland offers many Employee Benefits   We offer a comprehensive benefits package, including but not limited to    Health Care (Medical, Vision and Dental)   Carrot Fertility   Wellness Benefits   Life Insurance   Short- and Long-term disability coverage to eligible employees and their families.    Employee Assistance Plan   Flexible Spending Accounts   Retirement   Oregon Public Employees Retirement System (PERS), including contributions to the PERS IAP plan paid by employer    Family Medical Leave   City Paid Parental Leave   AND SO MANY MORE!   Benefits may vary depending on bargaining unit and employment status. Click here to review the many different benefits the City of Portland offers .  Closing Date/Time: 6/24/2024 11:59 PM Pacific
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             Senior Court Clerk     A position with the Missouri Judiciary provides you the opportunity to work with a variety of exceptional, hardworking people and to gain a valuable and rewarding career. It takes many types of talent to advance the mission of the Missouri Judiciary and to keep operations running smoothly. Our positions offer competitive benefit programs, growth opportunities and the ability to work with people in your community.   We are recruiting to fill a Senior Court Clerk position which is highly responsible advanced work using an electronic filing system in a court within the Missouri State Court System. Work involves responsibility for court case processing which may require the application of independent judgment and the application of statutes, policies and regulations, with minimal supervision. Work requires frequent interaction with the public providing exceptional customer service. Work may also involve financial record keeping within an automated case management system; providing direct support for a circuit judge or associate circuit judge providing a full range of responsibilities within the division's jurisdiction; or supervision of other staff.     Other key responsibilities include:   (The following duties are representative of this position, not comprehensive.)   Performs case processing in receiving and initiating case files; performs technical duties such as reviewing judgments, preparing warrants, summonses, garnishments and executions, bond settings, and docket control.       Reviews legal documents for necessary information required for filing; determines processing required and takes necessary action in accordance with court rules requiring a detailed knowledge of applicable terminology, rules, and procedures.       Performs accounting duties in receiving and disbursing monies, reconciles financial accounts, and prepares daily and monthly financial reports.       Provides information and customer assistance in person, via telephone, email or other mediums (without giving legal advice) (i.e., pro se litigants, attorneys, reporters, law enforcement, other judicial agencies, co-workers, supervisors, and judges).       Prepares a variety of documents related to court operations including court orders, court calendars, notices of hearings, court appearances or reports; coordinates the flow of documents necessary for court assignments; and properly queues electronically filed proceedings for processing.     Desired skills and knowledge:   (This job description does not include specific physical requirements necessary to perform the job, such as, carrying, standing and lifting. Such requirements vary from position to position and may be determined by the appointing authority)   Advanced knowledge of court procedures and policies, legal documents, laws and legal factors pertaining to the court.       Advanced knowledge of organization operations, functions and scope of authority of the court.       Ability to work independently and manage time effectively while handling a high-volume workload in an environment subject to frequently changing priorities and high stress.       Ability to exercise good judgment and make independent decisions in accordance with general policy and objectives.       Ability to maintain a variety of complex records and prepare reports from an automated system.     Minimum qualifications:   (Equivalent combination of relevant education and experience may be substituted on a year for year basis provided a high school diploma or GED has been obtained):    Associate's Degree in a related field or at least 60 semester hours from an institution of higher learning and two years of varied administrative experience performing a wide range of technical office duties.     EMPLOYEES MAY BE EXPOSED TO   :  Evidence and testimony that may be disturbing, such as photographs of violent scenes and victims and or sexually explicit material; evidence that may include syringes, drugs, weapons and blood; the public who may potentially be verbally or physically abusive, allergens, such as perfumes and dust; and unpleasant odors, such as unwashed clothing or chemicals offered into evidence.     We are an Equal Opportunity Employer and have a strong commitment to diversity in all its forms. We are particularly interested in receiving applications from a broad spectrum of qualified people who will assist us in demonstrating our essential values of excellence, integrity, justice, stewardship, teamwork and partnership.
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         Senior Court Clerk     A position with the Missouri Judiciary provides you the opportunity to work with a variety of exceptional, hardworking people and to gain a valuable and rewarding career. It takes many types of talent to advance the mission of the Missouri Judiciary and to keep operations running smoothly. Our positions offer competitive benefit programs, growth opportunities and the ability to work with people in your community.   We are recruiting to fill a Senior Court Clerk position which is highly responsible advanced work using an electronic filing system in a court within the Missouri State Court System. Work involves responsibility for court case processing which may require the application of independent judgment and the application of statutes, policies and regulations, with minimal supervision. Work requires frequent interaction with the public providing exceptional customer service. Work may also involve financial record keeping within an automated case management system; providing direct support for a circuit judge or associate circuit judge providing a full range of responsibilities within the division's jurisdiction; or supervision of other staff.     Other key responsibilities include:   (The following duties are representative of this position, not comprehensive.)   Performs case processing in receiving and initiating case files; performs technical duties such as reviewing judgments, preparing warrants, summonses, garnishments and executions, bond settings, and docket control.       Reviews legal documents for necessary information required for filing; determines processing required and takes necessary action in accordance with court rules requiring a detailed knowledge of applicable terminology, rules, and procedures.       Performs accounting duties in receiving and disbursing monies, reconciles financial accounts, and prepares daily and monthly financial reports.       Provides information and customer assistance in person, via telephone, email or other mediums (without giving legal advice) (i.e., pro se litigants, attorneys, reporters, law enforcement, other judicial agencies, co-workers, supervisors, and judges).       Prepares a variety of documents related to court operations including court orders, court calendars, notices of hearings, court appearances or reports; coordinates the flow of documents necessary for court assignments; and properly queues electronically filed proceedings for processing.     Desired skills and knowledge:   (This job description does not include specific physical requirements necessary to perform the job, such as, carrying, standing and lifting. Such requirements vary from position to position and may be determined by the appointing authority)   Advanced knowledge of court procedures and policies, legal documents, laws and legal factors pertaining to the court.       Advanced knowledge of organization operations, functions and scope of authority of the court.       Ability to work independently and manage time effectively while handling a high-volume workload in an environment subject to frequently changing priorities and high stress.       Ability to exercise good judgment and make independent decisions in accordance with general policy and objectives.       Ability to maintain a variety of complex records and prepare reports from an automated system.     Minimum qualifications:   (Equivalent combination of relevant education and experience may be substituted on a year for year basis provided a high school diploma or GED has been obtained):    Associate's Degree in a related field or at least 60 semester hours from an institution of higher learning and two years of varied administrative experience performing a wide range of technical office duties.     EMPLOYEES MAY BE EXPOSED TO   :  Evidence and testimony that may be disturbing, such as photographs of violent scenes and victims and or sexually explicit material; evidence that may include syringes, drugs, weapons and blood; the public who may potentially be verbally or physically abusive, allergens, such as perfumes and dust; and unpleasant odors, such as unwashed clothing or chemicals offered into evidence.     We are an Equal Opportunity Employer and have a strong commitment to diversity in all its forms. We are particularly interested in receiving applications from a broad spectrum of qualified people who will assist us in demonstrating our essential values of excellence, integrity, justice, stewardship, teamwork and partnership.
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             Senior Court Clerk     A position with the Missouri Judiciary provides you the opportunity to work with a variety of exceptional, hardworking people and to gain a valuable and rewarding career. It takes many types of talent to advance the mission of the Missouri Judiciary and to keep operations running smoothly. Our positions offer competitive benefit programs, growth opportunities and the ability to work with people in your community.   We are recruiting to fill a Senior Court Clerk position which is highly responsible advanced work using an electronic filing system in a court within the Missouri State Court System. Work involves responsibility for court case processing which may require the application of independent judgment and the application of statutes, policies and regulations, with minimal supervision. Work requires frequent interaction with the public providing exceptional customer service. Work may also involve financial record keeping within an automated case management system; providing direct support for a circuit judge or associate circuit judge providing a full range of responsibilities within the division's jurisdiction; or supervision of other staff.     Other key responsibilities include:   (The following duties are representative of this position, not comprehensive.)   Performs case processing in receiving and initiating case files; performs technical duties such as reviewing judgments, preparing warrants, summonses, garnishments and executions, bond settings, and docket control.       Reviews legal documents for necessary information required for filing; determines processing required and takes necessary action in accordance with court rules requiring a detailed knowledge of applicable terminology, rules, and procedures.       Performs accounting duties in receiving and disbursing monies, reconciles financial accounts, and prepares daily and monthly financial reports.       Provides information and customer assistance in person, via telephone, email or other mediums (without giving legal advice) (i.e., pro se litigants, attorneys, reporters, law enforcement, other judicial agencies, co-workers, supervisors, and judges).       Prepares a variety of documents related to court operations including court orders, court calendars, notices of hearings, court appearances or reports; coordinates the flow of documents necessary for court assignments; and properly queues electronically filed proceedings for processing.     Desired skills and knowledge:   (This job description does not include specific physical requirements necessary to perform the job, such as, carrying, standing and lifting. Such requirements vary from position to position and may be determined by the appointing authority)   Advanced knowledge of court procedures and policies, legal documents, laws and legal factors pertaining to the court.       Advanced knowledge of organization operations, functions and scope of authority of the court.       Ability to work independently and manage time effectively while handling a high-volume workload in an environment subject to frequently changing priorities and high stress.       Ability to exercise good judgment and make independent decisions in accordance with general policy and objectives.       Ability to maintain a variety of complex records and prepare reports from an automated system.     Minimum qualifications:   (Equivalent combination of relevant education and experience may be substituted on a year for year basis provided a high school diploma or GED has been obtained):    Associate's Degree in a related field or at least 60 semester hours from an institution of higher learning and two years of varied administrative experience performing a wide range of technical office duties.     EMPLOYEES MAY BE EXPOSED TO   :  Evidence and testimony that may be disturbing, such as photographs of violent scenes and victims and or sexually explicit material; evidence that may include syringes, drugs, weapons and blood; the public who may potentially be verbally or physically abusive, allergens, such as perfumes and dust; and unpleasant odors, such as unwashed clothing or chemicals offered into evidence.     We are an Equal Opportunity Employer and have a strong commitment to diversity in all its forms. We are particularly interested in receiving applications from a broad spectrum of qualified people who will assist us in demonstrating our essential values of excellence, integrity, justice, stewardship, teamwork and partnership.
        

    

    
        
            Mar 28, 2024
        

                                    Full Time
                                     
    

    
         Senior Court Clerk     A position with the Missouri Judiciary provides you the opportunity to work with a variety of exceptional, hardworking people and to gain a valuable and rewarding career. It takes many types of talent to advance the mission of the Missouri Judiciary and to keep operations running smoothly. Our positions offer competitive benefit programs, growth opportunities and the ability to work with people in your community.   We are recruiting to fill a Senior Court Clerk position which is highly responsible advanced work using an electronic filing system in a court within the Missouri State Court System. Work involves responsibility for court case processing which may require the application of independent judgment and the application of statutes, policies and regulations, with minimal supervision. Work requires frequent interaction with the public providing exceptional customer service. Work may also involve financial record keeping within an automated case management system; providing direct support for a circuit judge or associate circuit judge providing a full range of responsibilities within the division's jurisdiction; or supervision of other staff.     Other key responsibilities include:   (The following duties are representative of this position, not comprehensive.)   Performs case processing in receiving and initiating case files; performs technical duties such as reviewing judgments, preparing warrants, summonses, garnishments and executions, bond settings, and docket control.       Reviews legal documents for necessary information required for filing; determines processing required and takes necessary action in accordance with court rules requiring a detailed knowledge of applicable terminology, rules, and procedures.       Performs accounting duties in receiving and disbursing monies, reconciles financial accounts, and prepares daily and monthly financial reports.       Provides information and customer assistance in person, via telephone, email or other mediums (without giving legal advice) (i.e., pro se litigants, attorneys, reporters, law enforcement, other judicial agencies, co-workers, supervisors, and judges).       Prepares a variety of documents related to court operations including court orders, court calendars, notices of hearings, court appearances or reports; coordinates the flow of documents necessary for court assignments; and properly queues electronically filed proceedings for processing.     Desired skills and knowledge:   (This job description does not include specific physical requirements necessary to perform the job, such as, carrying, standing and lifting. Such requirements vary from position to position and may be determined by the appointing authority)   Advanced knowledge of court procedures and policies, legal documents, laws and legal factors pertaining to the court.       Advanced knowledge of organization operations, functions and scope of authority of the court.       Ability to work independently and manage time effectively while handling a high-volume workload in an environment subject to frequently changing priorities and high stress.       Ability to exercise good judgment and make independent decisions in accordance with general policy and objectives.       Ability to maintain a variety of complex records and prepare reports from an automated system.     Minimum qualifications:   (Equivalent combination of relevant education and experience may be substituted on a year for year basis provided a high school diploma or GED has been obtained):    Associate's Degree in a related field or at least 60 semester hours from an institution of higher learning and two years of varied administrative experience performing a wide range of technical office duties.     EMPLOYEES MAY BE EXPOSED TO   :  Evidence and testimony that may be disturbing, such as photographs of violent scenes and victims and or sexually explicit material; evidence that may include syringes, drugs, weapons and blood; the public who may potentially be verbally or physically abusive, allergens, such as perfumes and dust; and unpleasant odors, such as unwashed clothing or chemicals offered into evidence.     We are an Equal Opportunity Employer and have a strong commitment to diversity in all its forms. We are particularly interested in receiving applications from a broad spectrum of qualified people who will assist us in demonstrating our essential values of excellence, integrity, justice, stewardship, teamwork and partnership.
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            Senior Court Clerk - Civil (Circuit Civil Docketing)
        

        
            
            
                     
                        State of Missouri
                                    
            
                            
                    Clayton, Missouri, United States
                
                    

        
             Senior Court Clerk     A position with the Missouri Judiciary provides you the opportunity to work with a variety of exceptional, hardworking people and to gain a valuable and rewarding career. It takes many types of talent to advance the mission of the Missouri Judiciary and to keep operations running smoothly. Our positions offer competitive benefit programs, growth opportunities and the ability to work with people in your community.   We are recruiting to fill a Senior Court Clerk position which is highly responsible advanced work using an electronic filing system in a court within the Missouri State Court System. Work involves responsibility for court case processing which may require the application of independent judgment and the application of statutes, policies and regulations, with minimal supervision. Work requires frequent interaction with the public providing exceptional customer service. Work may also involve financial record keeping within an automated case management system; providing direct support for a circuit judge or associate circuit judge providing a full range of responsibilities within the division's jurisdiction; or supervision of other staff.     Other key responsibilities include:   (The following duties are representative of this position, not comprehensive.)   Performs case processing in receiving and initiating case files; performs technical duties such as reviewing judgments, preparing warrants, summonses, garnishments and executions, bond settings, and docket control.       Reviews legal documents for necessary information required for filing; determines processing required and takes necessary action in accordance with court rules requiring a detailed knowledge of applicable terminology, rules, and procedures.       Performs accounting duties in receiving and disbursing monies, reconciles financial accounts, and prepares daily and monthly financial reports.       Provides information and customer assistance in person, via telephone, email or other mediums (without giving legal advice) (i.e., pro se litigants, attorneys, reporters, law enforcement, other judicial agencies, co-workers, supervisors, and judges).       Prepares a variety of documents related to court operations including court orders, court calendars, notices of hearings, court appearances or reports; coordinates the flow of documents necessary for court assignments; and properly queues electronically filed proceedings for processing.     Desired skills and knowledge:   (This job description does not include specific physical requirements necessary to perform the job, such as, carrying, standing and lifting. Such requirements vary from position to position and may be determined by the appointing authority)   Advanced knowledge of court procedures and policies, legal documents, laws and legal factors pertaining to the court.       Advanced knowledge of organization operations, functions and scope of authority of the court.       Ability to work independently and manage time effectively while handling a high-volume workload in an environment subject to frequently changing priorities and high stress.       Ability to exercise good judgment and make independent decisions in accordance with general policy and objectives.       Ability to maintain a variety of complex records and prepare reports from an automated system.     Minimum qualifications:   (Equivalent combination of relevant education and experience may be substituted on a year for year basis provided a high school diploma or GED has been obtained):    Associate's Degree in a related field or at least 60 semester hours from an institution of higher learning and two years of varied administrative experience performing a wide range of technical office duties.     EMPLOYEES MAY BE EXPOSED TO   :  Evidence and testimony that may be disturbing, such as photographs of violent scenes and victims and or sexually explicit material; evidence that may include syringes, drugs, weapons and blood; the public who may potentially be verbally or physically abusive, allergens, such as perfumes and dust; and unpleasant odors, such as unwashed clothing or chemicals offered into evidence.     We are an Equal Opportunity Employer and have a strong commitment to diversity in all its forms. We are particularly interested in receiving applications from a broad spectrum of qualified people who will assist us in demonstrating our essential values of excellence, integrity, justice, stewardship, teamwork and partnership.
        

    

    
        
            Mar 08, 2024
        

                                    Full Time
                                     
    

    
         Senior Court Clerk     A position with the Missouri Judiciary provides you the opportunity to work with a variety of exceptional, hardworking people and to gain a valuable and rewarding career. It takes many types of talent to advance the mission of the Missouri Judiciary and to keep operations running smoothly. Our positions offer competitive benefit programs, growth opportunities and the ability to work with people in your community.   We are recruiting to fill a Senior Court Clerk position which is highly responsible advanced work using an electronic filing system in a court within the Missouri State Court System. Work involves responsibility for court case processing which may require the application of independent judgment and the application of statutes, policies and regulations, with minimal supervision. Work requires frequent interaction with the public providing exceptional customer service. Work may also involve financial record keeping within an automated case management system; providing direct support for a circuit judge or associate circuit judge providing a full range of responsibilities within the division's jurisdiction; or supervision of other staff.     Other key responsibilities include:   (The following duties are representative of this position, not comprehensive.)   Performs case processing in receiving and initiating case files; performs technical duties such as reviewing judgments, preparing warrants, summonses, garnishments and executions, bond settings, and docket control.       Reviews legal documents for necessary information required for filing; determines processing required and takes necessary action in accordance with court rules requiring a detailed knowledge of applicable terminology, rules, and procedures.       Performs accounting duties in receiving and disbursing monies, reconciles financial accounts, and prepares daily and monthly financial reports.       Provides information and customer assistance in person, via telephone, email or other mediums (without giving legal advice) (i.e., pro se litigants, attorneys, reporters, law enforcement, other judicial agencies, co-workers, supervisors, and judges).       Prepares a variety of documents related to court operations including court orders, court calendars, notices of hearings, court appearances or reports; coordinates the flow of documents necessary for court assignments; and properly queues electronically filed proceedings for processing.     Desired skills and knowledge:   (This job description does not include specific physical requirements necessary to perform the job, such as, carrying, standing and lifting. Such requirements vary from position to position and may be determined by the appointing authority)   Advanced knowledge of court procedures and policies, legal documents, laws and legal factors pertaining to the court.       Advanced knowledge of organization operations, functions and scope of authority of the court.       Ability to work independently and manage time effectively while handling a high-volume workload in an environment subject to frequently changing priorities and high stress.       Ability to exercise good judgment and make independent decisions in accordance with general policy and objectives.       Ability to maintain a variety of complex records and prepare reports from an automated system.     Minimum qualifications:   (Equivalent combination of relevant education and experience may be substituted on a year for year basis provided a high school diploma or GED has been obtained):    Associate's Degree in a related field or at least 60 semester hours from an institution of higher learning and two years of varied administrative experience performing a wide range of technical office duties.     EMPLOYEES MAY BE EXPOSED TO   :  Evidence and testimony that may be disturbing, such as photographs of violent scenes and victims and or sexually explicit material; evidence that may include syringes, drugs, weapons and blood; the public who may potentially be verbally or physically abusive, allergens, such as perfumes and dust; and unpleasant odors, such as unwashed clothing or chemicals offered into evidence.     We are an Equal Opportunity Employer and have a strong commitment to diversity in all its forms. We are particularly interested in receiving applications from a broad spectrum of qualified people who will assist us in demonstrating our essential values of excellence, integrity, justice, stewardship, teamwork and partnership.
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            Senior Court Clerk - Accounting Garnishments
        

        
            
            
                     
                        State of Missouri
                                    
            
                            
                    Clayton, Missouri, United States
                
                    

        
             Senior Court Clerk     A position with the Missouri Judiciary provides you the opportunity to work with a variety of exceptional, hardworking people and to gain a valuable and rewarding career. It takes many types of talent to advance the mission of the Missouri Judiciary and to keep operations running smoothly. Our positions offer competitive benefit programs, growth opportunities and the ability to work with people in your community.   We are recruiting to fill a Senior Court Clerk position which is highly responsible advanced work using an electronic filing system in a court within the Missouri State Court System. Work involves responsibility for court case processing which may require the application of independent judgment and the application of statutes, policies and regulations, with minimal supervision. Work requires frequent interaction with the public providing exceptional customer service. Work may also involve financial record keeping within an automated case management system; providing direct support for a circuit judge or associate circuit judge providing a full range of responsibilities within the division's jurisdiction; or supervision of other staff.    General Duties:  Assist the supervisor with advanced work in the  Accounting Garnishment Department  which will include the following: Assist with supervision of the garnishment section; assist with preparation of daily deposits for the garnishment section; contact attorneys and the general public regarding garnishment payments and disbursements; review Accounts payable Exception Reports; train new employees; accept and process new filings from the efiling import queue; accept efiling and pro se documents; issue garnishments; assist with scheduling and approving leave; respond to inquiries from the general public, attorneys and court personnel in person and by telephone; and other duties as assigned.     Other key responsibilities include:   (The following duties are representative of this position, not comprehensive.)   Performs case processing in receiving and initiating case files; performs technical duties such as reviewing judgments, preparing warrants, summonses, garnishments and executions, bond settings, and docket control.       Reviews legal documents for necessary information required for filing; determines processing required and takes necessary action in accordance with court rules requiring a detailed knowledge of applicable terminology, rules, and procedures.       Performs accounting duties in receiving and disbursing monies, reconciles financial accounts, and prepares daily and monthly financial reports.       Provides information and customer assistance in person, via telephone, email or other mediums (without giving legal advice) (i.e., pro se litigants, attorneys, reporters, law enforcement, other judicial agencies, co-workers, supervisors, and judges).       Prepares a variety of documents related to court operations including court orders, court calendars, notices of hearings, court appearances or reports; coordinates the flow of documents necessary for court assignments; and properly queues electronically filed proceedings for processing.     Desired skills and knowledge:   (This job description does not include specific physical requirements necessary to perform the job, such as, carrying, standing and lifting. Such requirements vary from position to position and may be determined by the appointing authority)   Advanced knowledge of court procedures and policies, legal documents, laws and legal factors pertaining to the court.       Advanced knowledge of organization operations, functions and scope of authority of the court.       Ability to work independently and manage time effectively while handling a high-volume workload in an environment subject to frequently changing priorities and high stress.       Ability to exercise good judgment and make independent decisions in accordance with general policy and objectives.       Ability to maintain a variety of complex records and prepare reports from an automated system.     Minimum qualifications:   (Equivalent combination of relevant education and experience may be substituted on a year for year basis provided a high school diploma or GED has been obtained):    Associate's Degree in a related field or at least 60 semester hours from an institution of higher learning and two years of varied administrative experience performing a wide range of technical office duties.     EMPLOYEES MAY BE EXPOSED TO   :  Evidence and testimony that may be disturbing, such as photographs of violent scenes and victims and or sexually explicit material; evidence that may include syringes, drugs, weapons and blood; the public who may potentially be verbally or physically abusive, allergens, such as perfumes and dust; and unpleasant odors, such as unwashed clothing or chemicals offered into evidence.     We are an Equal Opportunity Employer and have a strong commitment to diversity in all its forms. We are particularly interested in receiving applications from a broad spectrum of qualified people who will assist us in demonstrating our essential values of excellence, integrity, justice, stewardship, teamwork and partnership.
        

    

    
        
            Mar 08, 2024
        

                                    Full Time
                                     
    

    
         Senior Court Clerk     A position with the Missouri Judiciary provides you the opportunity to work with a variety of exceptional, hardworking people and to gain a valuable and rewarding career. It takes many types of talent to advance the mission of the Missouri Judiciary and to keep operations running smoothly. Our positions offer competitive benefit programs, growth opportunities and the ability to work with people in your community.   We are recruiting to fill a Senior Court Clerk position which is highly responsible advanced work using an electronic filing system in a court within the Missouri State Court System. Work involves responsibility for court case processing which may require the application of independent judgment and the application of statutes, policies and regulations, with minimal supervision. Work requires frequent interaction with the public providing exceptional customer service. Work may also involve financial record keeping within an automated case management system; providing direct support for a circuit judge or associate circuit judge providing a full range of responsibilities within the division's jurisdiction; or supervision of other staff.    General Duties:  Assist the supervisor with advanced work in the  Accounting Garnishment Department  which will include the following: Assist with supervision of the garnishment section; assist with preparation of daily deposits for the garnishment section; contact attorneys and the general public regarding garnishment payments and disbursements; review Accounts payable Exception Reports; train new employees; accept and process new filings from the efiling import queue; accept efiling and pro se documents; issue garnishments; assist with scheduling and approving leave; respond to inquiries from the general public, attorneys and court personnel in person and by telephone; and other duties as assigned.     Other key responsibilities include:   (The following duties are representative of this position, not comprehensive.)   Performs case processing in receiving and initiating case files; performs technical duties such as reviewing judgments, preparing warrants, summonses, garnishments and executions, bond settings, and docket control.       Reviews legal documents for necessary information required for filing; determines processing required and takes necessary action in accordance with court rules requiring a detailed knowledge of applicable terminology, rules, and procedures.       Performs accounting duties in receiving and disbursing monies, reconciles financial accounts, and prepares daily and monthly financial reports.       Provides information and customer assistance in person, via telephone, email or other mediums (without giving legal advice) (i.e., pro se litigants, attorneys, reporters, law enforcement, other judicial agencies, co-workers, supervisors, and judges).       Prepares a variety of documents related to court operations including court orders, court calendars, notices of hearings, court appearances or reports; coordinates the flow of documents necessary for court assignments; and properly queues electronically filed proceedings for processing.     Desired skills and knowledge:   (This job description does not include specific physical requirements necessary to perform the job, such as, carrying, standing and lifting. Such requirements vary from position to position and may be determined by the appointing authority)   Advanced knowledge of court procedures and policies, legal documents, laws and legal factors pertaining to the court.       Advanced knowledge of organization operations, functions and scope of authority of the court.       Ability to work independently and manage time effectively while handling a high-volume workload in an environment subject to frequently changing priorities and high stress.       Ability to exercise good judgment and make independent decisions in accordance with general policy and objectives.       Ability to maintain a variety of complex records and prepare reports from an automated system.     Minimum qualifications:   (Equivalent combination of relevant education and experience may be substituted on a year for year basis provided a high school diploma or GED has been obtained):    Associate's Degree in a related field or at least 60 semester hours from an institution of higher learning and two years of varied administrative experience performing a wide range of technical office duties.     EMPLOYEES MAY BE EXPOSED TO   :  Evidence and testimony that may be disturbing, such as photographs of violent scenes and victims and or sexually explicit material; evidence that may include syringes, drugs, weapons and blood; the public who may potentially be verbally or physically abusive, allergens, such as perfumes and dust; and unpleasant odors, such as unwashed clothing or chemicals offered into evidence.     We are an Equal Opportunity Employer and have a strong commitment to diversity in all its forms. We are particularly interested in receiving applications from a broad spectrum of qualified people who will assist us in demonstrating our essential values of excellence, integrity, justice, stewardship, teamwork and partnership.
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                        State of Missouri
                                    
            
                            
                    Clayton, Missouri, United States
                
                    

        
             Senior Court Clerk     A position with the Missouri Judiciary provides you the opportunity to work with a variety of exceptional, hardworking people and to gain a valuable and rewarding career. It takes many types of talent to advance the mission of the Missouri Judiciary and to keep operations running smoothly. Our positions offer competitive benefit programs, growth opportunities and the ability to work with people in your community.   We are recruiting to fill a Senior Court Clerk position which is highly responsible advanced work using an electronic filing system in a court within the Missouri State Court System. Work involves responsibility for court case processing which may require the application of independent judgment and the application of statutes, policies and regulations, with minimal supervision. Work requires frequent interaction with the public providing exceptional customer service. Work may also involve financial record keeping within an automated case management system; providing direct support for a circuit judge or associate circuit judge providing a full range of responsibilities within the division's jurisdiction; or supervision of other staff.    GENERAL DUTIES:    Perform supervisory and technical clerical work in the Civil- Resource Center Department which will include the following: assign, direct and review the work of subordinates; develop and implement office procedures; interview and make hiring recommendations; train, counsel and evaluate performance of employees; consider leave requests; assist self represented litigants prepare forms to be filed; enter data and scan and attached documents filed by litigants; perform quality assurance; schedule manners for hearing and prepare dockets; prepare dismissal dockets; send notices to parties; issue summonses and manage Small Claims case flow; answer inquires and furnish information to self -presented litigants, attorneys, court personnel and the general public in person and by telephone; and perform other duties as assigned. EXTENSIVE PUBLIC CONTACT REQUIRED.          Other key responsibilities include:   (The following duties are representative of this position, not comprehensive.)   Performs case processing in receiving and initiating case files; performs technical duties such as reviewing judgments, preparing warrants, summonses, garnishments and executions, bond settings, and docket control.       Reviews legal documents for necessary information required for filing; determines processing required and takes necessary action in accordance with court rules requiring a detailed knowledge of applicable terminology, rules, and procedures.       Performs accounting duties in receiving and disbursing monies, reconciles financial accounts, and prepares daily and monthly financial reports.       Provides information and customer assistance in person, via telephone, email or other mediums (without giving legal advice) (i.e., pro se litigants, attorneys, reporters, law enforcement, other judicial agencies, co-workers, supervisors, and judges).       Prepares a variety of documents related to court operations including court orders, court calendars, notices of hearings, court appearances or reports; coordinates the flow of documents necessary for court assignments; and properly queues electronically filed proceedings for processing.     Desired skills and knowledge:   (This job description does not include specific physical requirements necessary to perform the job, such as, carrying, standing and lifting. Such requirements vary from position to position and may be determined by the appointing authority)   Advanced knowledge of court procedures and policies, legal documents, laws and legal factors pertaining to the court.       Advanced knowledge of organization operations, functions and scope of authority of the court.       Ability to work independently and manage time effectively while handling a high-volume workload in an environment subject to frequently changing priorities and high stress.       Ability to exercise good judgment and make independent decisions in accordance with general policy and objectives.       Ability to maintain a variety of complex records and prepare reports from an automated system.     Minimum qualifications:   (Equivalent combination of relevant education and experience may be substituted on a year for year basis provided a high school diploma or GED has been obtained):    Associate's Degree in a related field or at least 60 semester hours from an institution of higher learning and two years of varied administrative experience performing a wide range of technical office duties.     EMPLOYEES MAY BE EXPOSED TO   :  Evidence and testimony that may be disturbing, such as photographs of violent scenes and victims and or sexually explicit material; evidence that may include syringes, drugs, weapons and blood; the public who may potentially be verbally or physically abusive, allergens, such as perfumes and dust; and unpleasant odors, such as unwashed clothing or chemicals offered into evidence.     We are an Equal Opportunity Employer and have a strong commitment to diversity in all its forms. We are particularly interested in receiving applications from a broad spectrum of qualified people who will assist us in demonstrating our essential values of excellence, integrity, justice, stewardship, teamwork and partnership.
        

    

    
        
            Mar 08, 2024
        

                                    Full Time
                                     
    

    
         Senior Court Clerk     A position with the Missouri Judiciary provides you the opportunity to work with a variety of exceptional, hardworking people and to gain a valuable and rewarding career. It takes many types of talent to advance the mission of the Missouri Judiciary and to keep operations running smoothly. Our positions offer competitive benefit programs, growth opportunities and the ability to work with people in your community.   We are recruiting to fill a Senior Court Clerk position which is highly responsible advanced work using an electronic filing system in a court within the Missouri State Court System. Work involves responsibility for court case processing which may require the application of independent judgment and the application of statutes, policies and regulations, with minimal supervision. Work requires frequent interaction with the public providing exceptional customer service. Work may also involve financial record keeping within an automated case management system; providing direct support for a circuit judge or associate circuit judge providing a full range of responsibilities within the division's jurisdiction; or supervision of other staff.    GENERAL DUTIES:    Perform supervisory and technical clerical work in the Civil- Resource Center Department which will include the following: assign, direct and review the work of subordinates; develop and implement office procedures; interview and make hiring recommendations; train, counsel and evaluate performance of employees; consider leave requests; assist self represented litigants prepare forms to be filed; enter data and scan and attached documents filed by litigants; perform quality assurance; schedule manners for hearing and prepare dockets; prepare dismissal dockets; send notices to parties; issue summonses and manage Small Claims case flow; answer inquires and furnish information to self -presented litigants, attorneys, court personnel and the general public in person and by telephone; and perform other duties as assigned. EXTENSIVE PUBLIC CONTACT REQUIRED.          Other key responsibilities include:   (The following duties are representative of this position, not comprehensive.)   Performs case processing in receiving and initiating case files; performs technical duties such as reviewing judgments, preparing warrants, summonses, garnishments and executions, bond settings, and docket control.       Reviews legal documents for necessary information required for filing; determines processing required and takes necessary action in accordance with court rules requiring a detailed knowledge of applicable terminology, rules, and procedures.       Performs accounting duties in receiving and disbursing monies, reconciles financial accounts, and prepares daily and monthly financial reports.       Provides information and customer assistance in person, via telephone, email or other mediums (without giving legal advice) (i.e., pro se litigants, attorneys, reporters, law enforcement, other judicial agencies, co-workers, supervisors, and judges).       Prepares a variety of documents related to court operations including court orders, court calendars, notices of hearings, court appearances or reports; coordinates the flow of documents necessary for court assignments; and properly queues electronically filed proceedings for processing.     Desired skills and knowledge:   (This job description does not include specific physical requirements necessary to perform the job, such as, carrying, standing and lifting. Such requirements vary from position to position and may be determined by the appointing authority)   Advanced knowledge of court procedures and policies, legal documents, laws and legal factors pertaining to the court.       Advanced knowledge of organization operations, functions and scope of authority of the court.       Ability to work independently and manage time effectively while handling a high-volume workload in an environment subject to frequently changing priorities and high stress.       Ability to exercise good judgment and make independent decisions in accordance with general policy and objectives.       Ability to maintain a variety of complex records and prepare reports from an automated system.     Minimum qualifications:   (Equivalent combination of relevant education and experience may be substituted on a year for year basis provided a high school diploma or GED has been obtained):    Associate's Degree in a related field or at least 60 semester hours from an institution of higher learning and two years of varied administrative experience performing a wide range of technical office duties.     EMPLOYEES MAY BE EXPOSED TO   :  Evidence and testimony that may be disturbing, such as photographs of violent scenes and victims and or sexually explicit material; evidence that may include syringes, drugs, weapons and blood; the public who may potentially be verbally or physically abusive, allergens, such as perfumes and dust; and unpleasant odors, such as unwashed clothing or chemicals offered into evidence.     We are an Equal Opportunity Employer and have a strong commitment to diversity in all its forms. We are particularly interested in receiving applications from a broad spectrum of qualified people who will assist us in demonstrating our essential values of excellence, integrity, justice, stewardship, teamwork and partnership.
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                                            CITY OF SANTA ANA, CA
                                    
            
                            
                    Santa Ana, California, United States
                
                    

        
            Description   The City of Santa Ana is looking for individuals who are results-oriented, possess great attitude, demonstrate creativity and innovation, work efficiently, show a record of success and have a passion for public service. Having highly talented employees provides the best service to our community.   This is a part-time position. The incumbent will work up to 19 hours per week. Work schedule is to be determined. This recruitment is open until further notice and can close at any time and without notice.    There are currently three (3) vacancies in the Public Works Department. Vacancies in other departments may also be filled from this recruitment.   Essential Functions Include But Are Not Limited To   Sorts and files material alphabetically, numerically, chronologically, and by other predetermined categories. Searches files for specified information, secures, prepares and copies data and other information using some independent judgment. Prepares and maintains mailing and other lists. Makes simple postings to various department, fiscal, or other records according to standardized procedures. Performs simple arithmetic computations in preparing and/or checking extensions on forms, reports or statistical tabulations. Serves as a desk clerk or receptionist, furnishing routine factual information in person or by telephone, referring callers to appropriate person or office, and processing applications, forms or other business matters of a standardized, routine nature. May receive money, issue receipts and maintain simple cash records. Operates standard office equipment, such as personal computers, calculators, and photocopiers. May perform other duties based on assignment.   IF ASSIGNED TO PUBLIC WORKS AGENCY, DUTIES MAY ALSO INCLUDE:    Work the Public Works counter handling both permit parking program and engineering submittal related tasks.  Inputs and Maintains records of all in/out bound calls to the traffic departments “Call Log Program”.  Processing of traffic related requests received by city’s “myCivic” APP.  Work independently and with groups; lift up to 25 lbs.  Knowledge of Microsoft applications such as, Excel, PowerPoint, and Access.     Minimum Qualifications   One year of general office clerical experience, which includes general typing assignments; proficient in utilizing a personal computer and current office software applications, or any equivalent combination of training and experience which provides the desirable knowledge, skills and abilities listed below.    DESIRABLE KNOWLEDGE AND ABILITIES    Knowledge of: personal computers, including current office software applications and Windows operating system.   Ability to: Operate job-related software up to a beginner level of proficiency; work in a team environment and provide quality internal customer support to end-users; understand and communicate effectively in English, both verbally and inwriting; use correct grammar and spelling; use telephone, fax machine, copier and computers.   Special Requirement: Some assignments may require willingness and ability to work irregular hours, weekends, evenings, and holidays, as needed, and a California Class C driver's license.   Selection Process   All applicants are required to complete and submit a City application form online and answer the supplemental questionnaire. Resumes or faxed copies will not be accepted in lieu of the City online application. To apply, click on the "Apply" link located at the top of this page. New users must create an account first. Click on this link for instructions on how to set up your account and apply for the first time:   Online Employment Application Guide  .     The Human Resources Department in conjunction with the hiring department(s) will review the applications and those candidates who possess the most pertinent qualifications will be invited to continue in the selection process which will include:         Performance Examination : (Qualifying)       will assess the candidates' proficiency in using Microsoft Word 2016 software.         Selection Oral Interview          :      which will evaluate the candidates' knowledge, skills and abilities in relation to those factors which are essential for successful performance on the job.      Candidates given a conditional job offer will be required to undergo and pass a medical exam and background records check.        The City of Santa Ana is an equal opportunity employer. If you consider yourself a person with a disability, you may contact us regarding providing reasonable accommodation.    Part-Time employees accrue paid sick leave at the rate of one (1) hour of paid sick leave for every thirty (30) hours worked up to a maximum accrual of 6 days or 48 hours. Employees are eligible to use 3 days or 24 hours of accrued paid sick leave in a 12-month period. For additional information please visit the Department of Industrial Relations Website: www.dir.ca.gov/dlse/Paid_Sick_Leave.htm  Closing Date/Time:
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        Description   The City of Santa Ana is looking for individuals who are results-oriented, possess great attitude, demonstrate creativity and innovation, work efficiently, show a record of success and have a passion for public service. Having highly talented employees provides the best service to our community.   This is a part-time position. The incumbent will work up to 19 hours per week. Work schedule is to be determined. This recruitment is open until further notice and can close at any time and without notice.    There are currently three (3) vacancies in the Public Works Department. Vacancies in other departments may also be filled from this recruitment.   Essential Functions Include But Are Not Limited To   Sorts and files material alphabetically, numerically, chronologically, and by other predetermined categories. Searches files for specified information, secures, prepares and copies data and other information using some independent judgment. Prepares and maintains mailing and other lists. Makes simple postings to various department, fiscal, or other records according to standardized procedures. Performs simple arithmetic computations in preparing and/or checking extensions on forms, reports or statistical tabulations. Serves as a desk clerk or receptionist, furnishing routine factual information in person or by telephone, referring callers to appropriate person or office, and processing applications, forms or other business matters of a standardized, routine nature. May receive money, issue receipts and maintain simple cash records. Operates standard office equipment, such as personal computers, calculators, and photocopiers. May perform other duties based on assignment.   IF ASSIGNED TO PUBLIC WORKS AGENCY, DUTIES MAY ALSO INCLUDE:    Work the Public Works counter handling both permit parking program and engineering submittal related tasks.  Inputs and Maintains records of all in/out bound calls to the traffic departments “Call Log Program”.  Processing of traffic related requests received by city’s “myCivic” APP.  Work independently and with groups; lift up to 25 lbs.  Knowledge of Microsoft applications such as, Excel, PowerPoint, and Access.     Minimum Qualifications   One year of general office clerical experience, which includes general typing assignments; proficient in utilizing a personal computer and current office software applications, or any equivalent combination of training and experience which provides the desirable knowledge, skills and abilities listed below.    DESIRABLE KNOWLEDGE AND ABILITIES    Knowledge of: personal computers, including current office software applications and Windows operating system.   Ability to: Operate job-related software up to a beginner level of proficiency; work in a team environment and provide quality internal customer support to end-users; understand and communicate effectively in English, both verbally and inwriting; use correct grammar and spelling; use telephone, fax machine, copier and computers.   Special Requirement: Some assignments may require willingness and ability to work irregular hours, weekends, evenings, and holidays, as needed, and a California Class C driver's license.   Selection Process   All applicants are required to complete and submit a City application form online and answer the supplemental questionnaire. Resumes or faxed copies will not be accepted in lieu of the City online application. To apply, click on the "Apply" link located at the top of this page. New users must create an account first. Click on this link for instructions on how to set up your account and apply for the first time:   Online Employment Application Guide  .     The Human Resources Department in conjunction with the hiring department(s) will review the applications and those candidates who possess the most pertinent qualifications will be invited to continue in the selection process which will include:         Performance Examination : (Qualifying)       will assess the candidates' proficiency in using Microsoft Word 2016 software.         Selection Oral Interview          :      which will evaluate the candidates' knowledge, skills and abilities in relation to those factors which are essential for successful performance on the job.      Candidates given a conditional job offer will be required to undergo and pass a medical exam and background records check.        The City of Santa Ana is an equal opportunity employer. If you consider yourself a person with a disability, you may contact us regarding providing reasonable accommodation.    Part-Time employees accrue paid sick leave at the rate of one (1) hour of paid sick leave for every thirty (30) hours worked up to a maximum accrual of 6 days or 48 hours. Employees are eligible to use 3 days or 24 hours of accrued paid sick leave in a 12-month period. For additional information please visit the Department of Industrial Relations Website: www.dir.ca.gov/dlse/Paid_Sick_Leave.htm  Closing Date/Time:
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            Description   The City of Santa Ana is looking for individuals who are results-oriented, possess great attitude, demonstrate creativity and innovation, work efficiently, show a record of success and have a passion for public service. Having the best employees provides the best service to the community.   This is a part-time at-will limited duration assignment. The incumbents will work up to 20 hours per week. Work schedule is to be determined. Bilingual pay is an additional $1.01/hr., if applicable. This position is open until further notice and can close at any time without notice. You are encouraged to apply immediately.    This vacancy is for the Criminal Investigations Division.    Essential Functions Include But Are Not Limited To  Sorts and files material alphabetically, numerically, chronologically, and by other predetermined categories. Searches files for specified information, secures, prepares and copies data and other information using some independent judgment. Prepares and maintains mailing and other lists. Makes simple postings to various department, fiscal, or other records according to standardized procedures. Performs simple arithmetic computations in preparing and/or checking extensions on forms, reports or statistical tabulations. Serves as a desk clerk or receptionist, furnishing routine factual information in person or by telephone, referring callers to appropriate person or office, and processing applications, forms or other business matters of a standardized, routine nature. May receive money, issue receipts and maintain simple cash records. Operates standard office equipment, such as personal computers, calculators, and photocopiers. May perform other duties based on assignment.  Minimum Qualifications  One year of general office clerical experience, which includes general typing assignments. Proficient in utilizing a personal computer and current office software applications, or any equivalent combination of training and experience which provides the desirable knowledge, skills and abilities listed below.  P ossession of a California Class C driver's license may be REQUIRED for certain assignments.     DESIRABLE KNOWLEDGE AND ABILITIES    Knowledge of : personal computers, including current office software applications and Windows operating system.  Ability to: Operate job-related software up to an advanced level of proficiency; work in a team environment and provide quality internal customer support to end-users; understand and communicate effectively in English, both verbally and in writing; use correct grammar and spelling; use telephone, fax machine, copier, scanner, and computers.   Special Working Conditions: Must be willing and able to work irregular hours, weekends and evenings as needed (depending on assignment), as a condition of employment.  Selection Process  All applicants are required to complete and submit a City application form. Resumes or faxed copies will not be accepted in lieu of an original application.  Click on the "Apply" link located at the top of this page. New users must create an account first. Click on this link for instructions on how to set up your account and apply for the first time: Online Employment Application Guide.   The Human Resources Division, in conjunction with the hiring managers, will review applications and those candidates who possess the most pertinent qualifications may be invited for an oral interview by the hiring department. A Microsoft Word 2016 Skills Beginner/Intermediate level test will also be administered by the Human Resources Division prior to job offer.     Candidates given a conditional job offer will be required to undergo and pass a thorough background process and medical exam.    The City of Santa Ana is an equal opportunity employer. If you consider yourself a person with a disability, you may contact us regarding providing reasonable accommodation.  Part-Time employees accrue paid sick leave at the rate of one (1) hour of paid sick leave for every thirty (30) hours worked up to a maximum accrual of 6 days or 48 hours. Employees are eligible to use 3 days or 24 hours of accrued paid sick leave in a 12-month period. For additional information please visit the Department of Industrial Relations Website: www.dir.ca.gov/dlse/Paid_Sick_Leave.htm  Closing Date/Time:
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        Description   The City of Santa Ana is looking for individuals who are results-oriented, possess great attitude, demonstrate creativity and innovation, work efficiently, show a record of success and have a passion for public service. Having the best employees provides the best service to the community.   This is a part-time at-will limited duration assignment. The incumbents will work up to 20 hours per week. Work schedule is to be determined. Bilingual pay is an additional $1.01/hr., if applicable. This position is open until further notice and can close at any time without notice. You are encouraged to apply immediately.    This vacancy is for the Criminal Investigations Division.    Essential Functions Include But Are Not Limited To  Sorts and files material alphabetically, numerically, chronologically, and by other predetermined categories. Searches files for specified information, secures, prepares and copies data and other information using some independent judgment. Prepares and maintains mailing and other lists. Makes simple postings to various department, fiscal, or other records according to standardized procedures. Performs simple arithmetic computations in preparing and/or checking extensions on forms, reports or statistical tabulations. Serves as a desk clerk or receptionist, furnishing routine factual information in person or by telephone, referring callers to appropriate person or office, and processing applications, forms or other business matters of a standardized, routine nature. May receive money, issue receipts and maintain simple cash records. Operates standard office equipment, such as personal computers, calculators, and photocopiers. May perform other duties based on assignment.  Minimum Qualifications  One year of general office clerical experience, which includes general typing assignments. Proficient in utilizing a personal computer and current office software applications, or any equivalent combination of training and experience which provides the desirable knowledge, skills and abilities listed below.  P ossession of a California Class C driver's license may be REQUIRED for certain assignments.     DESIRABLE KNOWLEDGE AND ABILITIES    Knowledge of : personal computers, including current office software applications and Windows operating system.  Ability to: Operate job-related software up to an advanced level of proficiency; work in a team environment and provide quality internal customer support to end-users; understand and communicate effectively in English, both verbally and in writing; use correct grammar and spelling; use telephone, fax machine, copier, scanner, and computers.   Special Working Conditions: Must be willing and able to work irregular hours, weekends and evenings as needed (depending on assignment), as a condition of employment.  Selection Process  All applicants are required to complete and submit a City application form. Resumes or faxed copies will not be accepted in lieu of an original application.  Click on the "Apply" link located at the top of this page. New users must create an account first. Click on this link for instructions on how to set up your account and apply for the first time: Online Employment Application Guide.   The Human Resources Division, in conjunction with the hiring managers, will review applications and those candidates who possess the most pertinent qualifications may be invited for an oral interview by the hiring department. A Microsoft Word 2016 Skills Beginner/Intermediate level test will also be administered by the Human Resources Division prior to job offer.     Candidates given a conditional job offer will be required to undergo and pass a thorough background process and medical exam.    The City of Santa Ana is an equal opportunity employer. If you consider yourself a person with a disability, you may contact us regarding providing reasonable accommodation.  Part-Time employees accrue paid sick leave at the rate of one (1) hour of paid sick leave for every thirty (30) hours worked up to a maximum accrual of 6 days or 48 hours. Employees are eligible to use 3 days or 24 hours of accrued paid sick leave in a 12-month period. For additional information please visit the Department of Industrial Relations Website: www.dir.ca.gov/dlse/Paid_Sick_Leave.htm  Closing Date/Time:
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                                            City of LIvermore
                                    
            
                            
                    Livermore, California, United States
                
                    

        
            Description  The City of Livermore is accepting applications for the position of Plan Check Engineer. Please refer to the   job announcement   for more information.      DEFINITION     Under general supervision, the Plan Check Engineer performs independent building and plan examinations for construction or alteration of industrial, commercial, and residential structures; determines compliance with applicable codes, laws, and regulations; and performs other duties as assigned.     DISTINGUISHING CHARACTERISTICS     The Plan Check Engineer requires registration as a California Professional Civil Engineer and is distinguished from the Sr. Plan Checker classification which is responsible for non-engineering level plan check functions and the supervision of plan check staff. The Plan Check Engineer is distinguished from the Permit Center Manager in that the latter is responsible for the administration and management of the entire Permit Center.     SUPERVISION RECEIVED    General supervision is received by the Permit Center Manager.     SUPERVISION EXERCISED     Provide technical and lead direction to department staff and temporary employees, as assigned.   Examples of Important and Essential Functions    Plan Check Engineer Functions      Checks plans, specifications, and calculations on building plans submitted by architects, engineers, contractors, and owners for compliance with structural design, zoning, grading, soil reports, energy standards, disabled access, and general conformity to applicable ordinances, laws and State building codes; checks plans to determine loading on roofs, walls, and floors, size and spacing of beams, rafters and joist, amount and size or reinforcing in concrete members, type of structural connections, and adequacy of design to meet earthquake, wind load, material stress and Title 24 requirements; makes independent analysis when required to justify the adequacy and safety of questionable designs; answers questions and gives instructions to architects, engineers, contractors, and owners regarding building requirements, structural application of various codes, and requirements to achieve compliance standards; issues permits after plan review approval; assists customers at the counter and over the phone; makes field inspections as required or assigned.     Administrative Functions      Advises building inspectors on structural and other building related problems arising in the field during construction; assists with staff training, as assigned; prepares reports and correspondence pertaining to structural engineering problems and building code enforcement; keeps informed regarding new building construction methods, materials, and requirements; and utilizes a personal computer to perform CAD, word processing, spreadsheet, and specialized functions, such as permit tracking software.   Job Related and Essential Qualifications  Demonstrated Knowledge of :    Principles and practices of structural engineering including the strength, properties, and uses of materials in building construction; pertinent codes, laws, and regulations governing building construction; building construction practices and procedures; personal computer usage and CAD, spreadsheet, and word processing applications.   Demonstrated Skills to :    Read and interpret building plans, specifications, and codes; examine and correct building plans, calculations, and specifications in a rapid, uniform, and accurate manner; make structural calculations necessary to determine the adherence of structural plans to code requirements; coordinate the flow of assigned work and follow through in a timely manner; express ideas clearly and concisely both orally and in writing; work under pressure of deadlines; maintain records and prepare reports; interact with those encountered in the course of work with tact and good judgment; focus on results which add value to customers and are solution oriented; make effective decisions at the closest feasible level to the customer while achieving compliance; work toward continued improvement of programs, processes, and services by evaluating outcomes on a continuous basis; utilize personal computers and computer software to perform CAD and permit tracking, word processing, spreadsheet and specialized functions; and exemplify an enthusiastic, resourceful, and effective customer service attitude with those contacted in the course of work, including working at the counter assisting staff and the general public.   Ability to :    Learn, interpret, and apply City, department and division rules, regulations, policies and practices; acquire a working knowledge of overall Community and Economic Development Department operations and other applicable Department and City operations; take the initiative to keep important work progressing to completion within prescribed time limits; learn and operate the permit center computer system.   Experience, Education and Training Guidelines:    Any combination of experience, education and training that would provide the best-qualified candidates. A typical way to obtain the knowledge, skills and abilities would be:   Experience : Two years of experience performing structural, architectural, or civil engineering building design, review, and inspection work related to building code compliance. Related experience working for a City, County, or State is highly desirable.   Education : Equivalent to a Bachelor’s degree from an accredited college with a degree in structural or civil engineering with desired course work in properties of building materials, engineering mathematics, stress and force analysis in wood, concrete, and steel frame structures.   Training : Any recent training such as academic courses and certification programs which are relevant to this job classification.   License : May require the possession of a valid California driver's license and a satisfactory driving record as determined by the City.   Certification : Registration as a Professional Civil Engineer in the State of California is required at the time of appointment. Structural Engineering registration is highly desirable. Possession of an I.C.C. (International Code Council) Plans Examiner Certification is required prior to the completion of the probationary period.   Other Requirements : Willingness and ability to work scheduled and emergency overtime; attend meetings, conferences, and seminars during work and non-work hours; and work in all weather conditions, in traffic, and around heavy construction equipment, as assigned.   Special Requirements : Essential duties require the mental and/or physical ability to read fine print on blueprints; converse in person, over the telephone or two-way radio and around the noise of heavy construction equipment and be heard and clearly understood; move across rough terrain and bridge scaffolding; climb into and out of sewer holes and trenches, up 25 foot ladders, and several flights of stairs; use drafting instruments, calculators, and personal computers; and strength to safely lift and maneuver files and maps weighing up to 50 pounds.   Additional Information  The City of Livermore is an equal opportunity employer and supports workforce diversity.   CITY OF LIVERMORE BENEFITS SUMMARY Association of Livermore Employees    Please  click  here for a copy of the current Memorandum of Understanding (MOU) for the Association of Livermore Employees. The information contained here is a summary of benefits. For a more detailed summary of benefits for all employee groups, click here . Any errors or omissions do not constitute either an expressed or implied contract. Updated 1/2024   MOU  TERM  10/01/2021 - 09/30/2025   SCHEDULED   INCREASES  10/11/2021  2.0% + $725.40/year 10/10/2022  3.5% + $754.56/year 10/09/2023  2.5% + $777.36/year 10/07/2024  2.0% + $796.80/year   CAFETERIA PLAN (MEDICAL, DENTAL & VISION)  $1,950/month towards medical, dental, and vision; unused balance paid in cash to employee.   BASIC LIFE INSURANCE& ACCIDENTAL DEATH & DISMEMBERMENT INSURANCE (AD & D)  FT - $60,000 EE coverage or PT - $30,000 EE coverage, ER paid $1,000 dependent coverage, ER paid  EE option to purchase $25,000 additional life insurance& supplemental life to $500,000 (not to exceed 5x annual earnings).   LONG TERM DISABILITY (LTD)  ER paid 60% of base monthly earnings to $5,000/month max. (180 day waiting period)   PERS  New City of Livermore EEs are enrolled in the 2% at 60 formula or 2% at 62 formula, depending on eligibility, as per AB 340.   Classic PERS Misc Member - 2% at 60   Member Rate = 7% EE paid   Employer Rate = 34.43%ER paid (includes unfunded liability; FY23/24)   36 consecutive months Final Comp   Sick Leave Credit   4th Level 59 Survivor Ben.   Military Service Credit    New PERS Misc Member - 2% at 62   Member Rate = 7.5% EE paid   Employer Rate = 34.43%ER paid (includes unfunded liability; FY23/24)   36 consecutive months Final Comp   Sick Leave Credit   4th Level 59 Survivor Ben.   Military Service Credit     MEDICARE  (Hired after 3/31/86) EE paid 1.45% ER paid 1.45%   RETIREMENT HEALTH SAVINGS (RHS)   ER contribution of 4% of base pay into RHS account.   VACATION ACCRUAL   Years of ServiceTotal Accrual Per Year 180.6 hrs 2-5120.12 hrs 6-10135.98 hrs 11-15160.94 hrs 16-19180.18 hrs 20+192.4 hrs  Prorated for part-time EE. Maximum accrual: 340 hours   HOLIDAYS & HOLIDAY-IN-LIEU   PAY  Holidays: 12 observed holidays or in lieu day off or if work 2.5 times pay. Holiday-In-Lieu Pay: EE's assigned receive 7.5% of base salary, paid per pay period   SICK LEAVE ACCRUAL  96.2 hours/year Pro-rated for part-time EE   SICK LEAVE USAGE:      FAMILY SICK LEAVE : For immediate Family Illness- ½ Annual Sick Leave Accrual.    PARENTAL LEAVE : For non-birthing parentwho becomes a parent due to adoption, foster care placement, or birth of a child- 48 hours    BEREAVEMENT/ FUNERAL LEAVE (non-immediate family) : 3 regularly scheduled workdays of sick leavecanbe used foraunt or uncle.    FUNERAL   LEAVE  3 regularly scheduled workdays max for immediate family.   PERSONAL   LEAVE  Full-Time: 16 hours per year Pro-rated for part-time EE.   PREGNANCY LEAVE & FMLA/CFRA  EE may use accrued leaves in compliance with City Rules & Regs Benefit provided as per regulations: Federal Family and Medical Leave Act, California Family Rights Act, and California Pregnancy Disability Act   DEFERRED COMPENSATION 457(b)  ER contributes $75 per pay period, with required matching of $75 by EE   2024 Maximum : Normal = $23,000 Age 50+ = $7,500 Catchup Limits = $46,000 Voluntary EE Participation   SECTION 125 PLAN  No ER contribution  2024 Maximum  Dependent Care*: Up to $5,000/year -- *See IRS Pub #503 Unreimbursed Medical: Up to $3,200/year   Pre-tax Health Care Premiums   FSA's for Dependent Care   Unreimbursed Medical Expenses   Other options offered by plan administrator    UNIFORM ALLOWANCE  $850 per year/ paid in equal amounts per pay period For Public Safety Dispatchers, Senior Public Safety Dispatchers, Supervising Public Safety Dispatchers, Police Clerks, Senior Police Clerk, Supervising Police Clerk, Animal Control Officers, Police Identification Technician, Supervising Property and Evidence Specialist, Property and Evidence Specialist, Community Service Specialists, Crime & Intelligence Analysts, and Crime Prevention Specialist.   SAFETY SHOE   ALLOWANCE  Paid annually in July: $200/year for Meter Readers, and employees in Engineering Technician, Neighborhood Preservation Officer, and Building Inspector series who perform field work, and Public Works employees that are required to wear safety shoes or boots.   PRESCRIPTION SAFETY   GLASSES  Reimbursement of up to $150/year for purchase of safety prescription glasses for EEs working in locations where there is a risk of eye injuries.   SHIFT DIFFERENTIAL  EEs regularly assigned to city facilities operating 24/7 - $2.50/hour for all hours worked when assigned to a shift requiring EE work at least 4 hours between 4:00 p.m.- 6:00 a.m.   EQUIPMENT   OPERATION  Public Works EEs: $12.00/day for EE who operates Class A vehicle, min of 50%+ operation/day.   STANDBY   PAY  2 hours straight-time for standby on regularly scheduled work day 3 hours straight-time for standby on regularly scheduled days off and fixed City holidays   CALL BACK   PAY  3 hours min @ OT rate for FLSA nonexempt. First 3 hours can't be taken as comp time but paid to EE.   WORK IN A HIGHER CLASS  If work min of 3 consecutive workdays, paid @ 5% differential or the minimum of the salary range of the higher classification.   COURT PAY/COURT CANCELLATION   PAY  If in connection with EE's usual official duties, 3 hrs min @ OT, or 4 hrs min @ OT for those required to appear on normal day off or on graveyard shift.   SUPPORT SERVICES TRAINING OFFICER PAY  $90/pay period for full pay period while assigned.   BILINGUAL PAY  $60/pay period for both written & conversational. Must be certified by Department Head and approved by Admin Services Director, and used on the job.  $35/pay period for conversation level as certified by Department Head and approved by Admin Services Director.   TELEPHONE   PAY  20 minutes and for each minute exceeding 20 minutes at OT rate.   CELL PHONE ALLOWANCE   Standard = $40/month (if authorized) See Administrative Regulation 36 for details.   COMMERCIAL DRIVERS' LICENSE PAY  $35/pay period with valid CA Commercial Driver's License and valid DOT medical card.   OT COMP & COMP TIME   OFF  OT for > 40 hrs/week or > 8 hrs/day in a reg scheduled day or hrs in excess of those normally scheduled & worked/day @ 1 ½ x reg. pay or Comp Time in lieu of OT for FLSA nonexempt. Accrued Comp Time in excess of 100 hours must be paid out.   TUITION REIMBURSEMENT   75% reimbursement fortuition & books For undergraduate studies, $4,000 FY max; $16,000 lifetime max For graduate studies, $5,000 FY max; $10,000 lifetime max   LICENSES &   CERTIFICATIONS  100% reimbursement for required licenses and certifications   EMPLOYEE ASSISTANCE PROGRAM   Three (3) sessions per incident per family member. Unlimited telephonic consultations.   FLSA WORK   PERIOD  168 hour pay period beginning Monday at 12:01 a.m., ending 7 days later on Sunday at 12:00 midnight. If an EE is not on this work week schedule, something must be in writing documenting EE's work week.  For WR Operator series : 168 hour period beginning Sunday at 12:00 midnight, ending 7 days later on Saturday at 11:59 p.m.   PAY PERIODS  26 pay periods per year  Benefits listed are for regular full-time employees. Benefits are prorated for 30-hour and 20-hour employees.  ER = Employer EE = Employee FT = Full-Time PT = Part-Time  Closing Date/Time: Continuous
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        Description  The City of Livermore is accepting applications for the position of Plan Check Engineer. Please refer to the   job announcement   for more information.      DEFINITION     Under general supervision, the Plan Check Engineer performs independent building and plan examinations for construction or alteration of industrial, commercial, and residential structures; determines compliance with applicable codes, laws, and regulations; and performs other duties as assigned.     DISTINGUISHING CHARACTERISTICS     The Plan Check Engineer requires registration as a California Professional Civil Engineer and is distinguished from the Sr. Plan Checker classification which is responsible for non-engineering level plan check functions and the supervision of plan check staff. The Plan Check Engineer is distinguished from the Permit Center Manager in that the latter is responsible for the administration and management of the entire Permit Center.     SUPERVISION RECEIVED    General supervision is received by the Permit Center Manager.     SUPERVISION EXERCISED     Provide technical and lead direction to department staff and temporary employees, as assigned.   Examples of Important and Essential Functions    Plan Check Engineer Functions      Checks plans, specifications, and calculations on building plans submitted by architects, engineers, contractors, and owners for compliance with structural design, zoning, grading, soil reports, energy standards, disabled access, and general conformity to applicable ordinances, laws and State building codes; checks plans to determine loading on roofs, walls, and floors, size and spacing of beams, rafters and joist, amount and size or reinforcing in concrete members, type of structural connections, and adequacy of design to meet earthquake, wind load, material stress and Title 24 requirements; makes independent analysis when required to justify the adequacy and safety of questionable designs; answers questions and gives instructions to architects, engineers, contractors, and owners regarding building requirements, structural application of various codes, and requirements to achieve compliance standards; issues permits after plan review approval; assists customers at the counter and over the phone; makes field inspections as required or assigned.     Administrative Functions      Advises building inspectors on structural and other building related problems arising in the field during construction; assists with staff training, as assigned; prepares reports and correspondence pertaining to structural engineering problems and building code enforcement; keeps informed regarding new building construction methods, materials, and requirements; and utilizes a personal computer to perform CAD, word processing, spreadsheet, and specialized functions, such as permit tracking software.   Job Related and Essential Qualifications  Demonstrated Knowledge of :    Principles and practices of structural engineering including the strength, properties, and uses of materials in building construction; pertinent codes, laws, and regulations governing building construction; building construction practices and procedures; personal computer usage and CAD, spreadsheet, and word processing applications.   Demonstrated Skills to :    Read and interpret building plans, specifications, and codes; examine and correct building plans, calculations, and specifications in a rapid, uniform, and accurate manner; make structural calculations necessary to determine the adherence of structural plans to code requirements; coordinate the flow of assigned work and follow through in a timely manner; express ideas clearly and concisely both orally and in writing; work under pressure of deadlines; maintain records and prepare reports; interact with those encountered in the course of work with tact and good judgment; focus on results which add value to customers and are solution oriented; make effective decisions at the closest feasible level to the customer while achieving compliance; work toward continued improvement of programs, processes, and services by evaluating outcomes on a continuous basis; utilize personal computers and computer software to perform CAD and permit tracking, word processing, spreadsheet and specialized functions; and exemplify an enthusiastic, resourceful, and effective customer service attitude with those contacted in the course of work, including working at the counter assisting staff and the general public.   Ability to :    Learn, interpret, and apply City, department and division rules, regulations, policies and practices; acquire a working knowledge of overall Community and Economic Development Department operations and other applicable Department and City operations; take the initiative to keep important work progressing to completion within prescribed time limits; learn and operate the permit center computer system.   Experience, Education and Training Guidelines:    Any combination of experience, education and training that would provide the best-qualified candidates. A typical way to obtain the knowledge, skills and abilities would be:   Experience : Two years of experience performing structural, architectural, or civil engineering building design, review, and inspection work related to building code compliance. Related experience working for a City, County, or State is highly desirable.   Education : Equivalent to a Bachelor’s degree from an accredited college with a degree in structural or civil engineering with desired course work in properties of building materials, engineering mathematics, stress and force analysis in wood, concrete, and steel frame structures.   Training : Any recent training such as academic courses and certification programs which are relevant to this job classification.   License : May require the possession of a valid California driver's license and a satisfactory driving record as determined by the City.   Certification : Registration as a Professional Civil Engineer in the State of California is required at the time of appointment. Structural Engineering registration is highly desirable. Possession of an I.C.C. (International Code Council) Plans Examiner Certification is required prior to the completion of the probationary period.   Other Requirements : Willingness and ability to work scheduled and emergency overtime; attend meetings, conferences, and seminars during work and non-work hours; and work in all weather conditions, in traffic, and around heavy construction equipment, as assigned.   Special Requirements : Essential duties require the mental and/or physical ability to read fine print on blueprints; converse in person, over the telephone or two-way radio and around the noise of heavy construction equipment and be heard and clearly understood; move across rough terrain and bridge scaffolding; climb into and out of sewer holes and trenches, up 25 foot ladders, and several flights of stairs; use drafting instruments, calculators, and personal computers; and strength to safely lift and maneuver files and maps weighing up to 50 pounds.   Additional Information  The City of Livermore is an equal opportunity employer and supports workforce diversity.   CITY OF LIVERMORE BENEFITS SUMMARY Association of Livermore Employees    Please  click  here for a copy of the current Memorandum of Understanding (MOU) for the Association of Livermore Employees. The information contained here is a summary of benefits. For a more detailed summary of benefits for all employee groups, click here . Any errors or omissions do not constitute either an expressed or implied contract. Updated 1/2024   MOU  TERM  10/01/2021 - 09/30/2025   SCHEDULED   INCREASES  10/11/2021  2.0% + $725.40/year 10/10/2022  3.5% + $754.56/year 10/09/2023  2.5% + $777.36/year 10/07/2024  2.0% + $796.80/year   CAFETERIA PLAN (MEDICAL, DENTAL & VISION)  $1,950/month towards medical, dental, and vision; unused balance paid in cash to employee.   BASIC LIFE INSURANCE& ACCIDENTAL DEATH & DISMEMBERMENT INSURANCE (AD & D)  FT - $60,000 EE coverage or PT - $30,000 EE coverage, ER paid $1,000 dependent coverage, ER paid  EE option to purchase $25,000 additional life insurance& supplemental life to $500,000 (not to exceed 5x annual earnings).   LONG TERM DISABILITY (LTD)  ER paid 60% of base monthly earnings to $5,000/month max. (180 day waiting period)   PERS  New City of Livermore EEs are enrolled in the 2% at 60 formula or 2% at 62 formula, depending on eligibility, as per AB 340.   Classic PERS Misc Member - 2% at 60   Member Rate = 7% EE paid   Employer Rate = 34.43%ER paid (includes unfunded liability; FY23/24)   36 consecutive months Final Comp   Sick Leave Credit   4th Level 59 Survivor Ben.   Military Service Credit    New PERS Misc Member - 2% at 62   Member Rate = 7.5% EE paid   Employer Rate = 34.43%ER paid (includes unfunded liability; FY23/24)   36 consecutive months Final Comp   Sick Leave Credit   4th Level 59 Survivor Ben.   Military Service Credit     MEDICARE  (Hired after 3/31/86) EE paid 1.45% ER paid 1.45%   RETIREMENT HEALTH SAVINGS (RHS)   ER contribution of 4% of base pay into RHS account.   VACATION ACCRUAL   Years of ServiceTotal Accrual Per Year 180.6 hrs 2-5120.12 hrs 6-10135.98 hrs 11-15160.94 hrs 16-19180.18 hrs 20+192.4 hrs  Prorated for part-time EE. Maximum accrual: 340 hours   HOLIDAYS & HOLIDAY-IN-LIEU   PAY  Holidays: 12 observed holidays or in lieu day off or if work 2.5 times pay. Holiday-In-Lieu Pay: EE's assigned receive 7.5% of base salary, paid per pay period   SICK LEAVE ACCRUAL  96.2 hours/year Pro-rated for part-time EE   SICK LEAVE USAGE:      FAMILY SICK LEAVE : For immediate Family Illness- ½ Annual Sick Leave Accrual.    PARENTAL LEAVE : For non-birthing parentwho becomes a parent due to adoption, foster care placement, or birth of a child- 48 hours    BEREAVEMENT/ FUNERAL LEAVE (non-immediate family) : 3 regularly scheduled workdays of sick leavecanbe used foraunt or uncle.    FUNERAL   LEAVE  3 regularly scheduled workdays max for immediate family.   PERSONAL   LEAVE  Full-Time: 16 hours per year Pro-rated for part-time EE.   PREGNANCY LEAVE & FMLA/CFRA  EE may use accrued leaves in compliance with City Rules & Regs Benefit provided as per regulations: Federal Family and Medical Leave Act, California Family Rights Act, and California Pregnancy Disability Act   DEFERRED COMPENSATION 457(b)  ER contributes $75 per pay period, with required matching of $75 by EE   2024 Maximum : Normal = $23,000 Age 50+ = $7,500 Catchup Limits = $46,000 Voluntary EE Participation   SECTION 125 PLAN  No ER contribution  2024 Maximum  Dependent Care*: Up to $5,000/year -- *See IRS Pub #503 Unreimbursed Medical: Up to $3,200/year   Pre-tax Health Care Premiums   FSA's for Dependent Care   Unreimbursed Medical Expenses   Other options offered by plan administrator    UNIFORM ALLOWANCE  $850 per year/ paid in equal amounts per pay period For Public Safety Dispatchers, Senior Public Safety Dispatchers, Supervising Public Safety Dispatchers, Police Clerks, Senior Police Clerk, Supervising Police Clerk, Animal Control Officers, Police Identification Technician, Supervising Property and Evidence Specialist, Property and Evidence Specialist, Community Service Specialists, Crime & Intelligence Analysts, and Crime Prevention Specialist.   SAFETY SHOE   ALLOWANCE  Paid annually in July: $200/year for Meter Readers, and employees in Engineering Technician, Neighborhood Preservation Officer, and Building Inspector series who perform field work, and Public Works employees that are required to wear safety shoes or boots.   PRESCRIPTION SAFETY   GLASSES  Reimbursement of up to $150/year for purchase of safety prescription glasses for EEs working in locations where there is a risk of eye injuries.   SHIFT DIFFERENTIAL  EEs regularly assigned to city facilities operating 24/7 - $2.50/hour for all hours worked when assigned to a shift requiring EE work at least 4 hours between 4:00 p.m.- 6:00 a.m.   EQUIPMENT   OPERATION  Public Works EEs: $12.00/day for EE who operates Class A vehicle, min of 50%+ operation/day.   STANDBY   PAY  2 hours straight-time for standby on regularly scheduled work day 3 hours straight-time for standby on regularly scheduled days off and fixed City holidays   CALL BACK   PAY  3 hours min @ OT rate for FLSA nonexempt. First 3 hours can't be taken as comp time but paid to EE.   WORK IN A HIGHER CLASS  If work min of 3 consecutive workdays, paid @ 5% differential or the minimum of the salary range of the higher classification.   COURT PAY/COURT CANCELLATION   PAY  If in connection with EE's usual official duties, 3 hrs min @ OT, or 4 hrs min @ OT for those required to appear on normal day off or on graveyard shift.   SUPPORT SERVICES TRAINING OFFICER PAY  $90/pay period for full pay period while assigned.   BILINGUAL PAY  $60/pay period for both written & conversational. Must be certified by Department Head and approved by Admin Services Director, and used on the job.  $35/pay period for conversation level as certified by Department Head and approved by Admin Services Director.   TELEPHONE   PAY  20 minutes and for each minute exceeding 20 minutes at OT rate.   CELL PHONE ALLOWANCE   Standard = $40/month (if authorized) See Administrative Regulation 36 for details.   COMMERCIAL DRIVERS' LICENSE PAY  $35/pay period with valid CA Commercial Driver's License and valid DOT medical card.   OT COMP & COMP TIME   OFF  OT for > 40 hrs/week or > 8 hrs/day in a reg scheduled day or hrs in excess of those normally scheduled & worked/day @ 1 ½ x reg. pay or Comp Time in lieu of OT for FLSA nonexempt. Accrued Comp Time in excess of 100 hours must be paid out.   TUITION REIMBURSEMENT   75% reimbursement fortuition & books For undergraduate studies, $4,000 FY max; $16,000 lifetime max For graduate studies, $5,000 FY max; $10,000 lifetime max   LICENSES &   CERTIFICATIONS  100% reimbursement for required licenses and certifications   EMPLOYEE ASSISTANCE PROGRAM   Three (3) sessions per incident per family member. Unlimited telephonic consultations.   FLSA WORK   PERIOD  168 hour pay period beginning Monday at 12:01 a.m., ending 7 days later on Sunday at 12:00 midnight. If an EE is not on this work week schedule, something must be in writing documenting EE's work week.  For WR Operator series : 168 hour period beginning Sunday at 12:00 midnight, ending 7 days later on Saturday at 11:59 p.m.   PAY PERIODS  26 pay periods per year  Benefits listed are for regular full-time employees. Benefits are prorated for 30-hour and 20-hour employees.  ER = Employer EE = Employee FT = Full-Time PT = Part-Time  Closing Date/Time: Continuous
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             Job Location:  This position will be located at 205 Jefferson St., Jefferson City, MO 65101.    Why you’ll love this position:    As a High School to Hire Apprentice for the State of Missouri, you will be an integral part of the Team! You will develop strong and trusting relationships with internal and external customers as a part of the on-the-job training. You will be a problem solver by researching and assisting internal and external customers in finding answers to their questions or directing them to the correct team member for assistance.   As an Apprentice you will complete 144 hours of competency education requirements, while completing 1,856 hours of on-the-job training. Apprenticeships make it easy to earn while you learn/train on-the-job.   As a part of the on the job training, Apprentice will attend and complete the Missouri Government Apprenticeship Academy, where you will get an introduction to and focus on building your skills in the areas of: Culture-Mission, Vision and Values, Customer Service, Administrative functions, the Legislative Process, Budget Process and Financial Management, Audit Process, General Services: Procurement and Risk Management, Human Resources, Sunshine Law and Call Centers.     What does successful completion of this program look like?      Registered Apprenticeship with the US Department of Labor   An opportunity to start your career adventure as a full-time state employee with one of the participating Departments (Office of Administration (OA), Department of Mental Health (DMH), Department of Social Services (DSS), Department of Public Safety (DPS), Department of Natural Resources (MoDNR), Department of Revenue (DOR), Department of Education and Secondary Education (DESE), Department of High Education and Workforce Development (DHEWD), Department of Commerce & Insurance (DCI), Department of Labor & Industrial Relations (DOLIR), Department of Health and Senior Services (DHSS), Department of Economic Development (DED), Department of Corrections (DOC)      Learn about state government overall business services and strategies to assist citizens and stakeholders   Explore different Departments and programs to discover your interest and passion as you start your career adventure with the State of Missouri!   Learn to provide business operations support and services by executing on the important behind the scenes work that keep the agency functioning efficiently:    Welcome and greet customers   Answer and properly route phone calls for multiple locations           Schedule, plan and organize meetings through Outlook   Draft letters, memos and communication    Enter, update, and/or retrieve information in automated systems; develop spreadsheets; utilize various software packages           Create visual presentations   Assist team members with projects, including research and analysis    Establish and maintain complex filing systems; prepare and/or oversee the preparation of records for storage and/or archiving.           Learn to work with sensitive material and maintain highest level of confidentiality and integrity   Learn to monitor activities in terms of time, efficiency and quality, adjusting when necessary     What careers will this Apprenticeship prepare you for?      Accounting Clerk -- Accounts Assistant -- Financial Services Technician   Human Resources Assistant -- Human Resources Technician   Administrative Support Clerk -- Administrative Support Assistant -- Administrative Technician   Research/Data Assistant   Risk/Claims Technician -- Procurement Associate -- Stores/Warehouse Assistant   Customer Service positions   And so many more……     How do I apply for this opportunity?    This opportunity is for students who have completed their junior year of high school and plan to enter into the workforce after graduation. To apply for this position, please complete the online application at  mocareers.mo.gov . With the application you will need to include a cover letter, resume and a letter of recommendation from one of your high school teachers or counselor.   If you have questions about this position please contact:   hr@dese.mo.gov     Equal Opportunity and Affirmative Action Employer:  Missouri Department of Elementary and Secondary Education is an Equal Opportunity Employer. If you have special needs addressed by the Americans with Disabilities Act (ADA), please contact Human Resources at (573) 751-9619, through Missouri Relay System at (800) 735-2966, or via email at hr@dese.mo.gov .   Notice of Non-Discrimination:  The Department of Elementary and Secondary Education does not discriminate on the basis of race, color, religion, gender, gender identity, sexual orientation, national origin, age, veteran status, mental or physical disability, or any other basis prohibited by statute in its programs and activities. Inquiries related to Department employment practices may be directed to the Jefferson State Office Building, Human Resources Director, 8th floor, 205 Jefferson Street, P.O. Box 480, Jefferson City, Missouri 65102-0480; telephone number 573-751-9619 or TYY 800-735-2966.   To Our Applicants with Disabilities:  For assistance with any phase of the Department process, please notify the Director of Human Resources at (573) 751-9619. Reasonable attempts will be made to accommodate special needs. TTY/TDD Relay Missouri service (800) 735-2966.   Notice to Applicants:  The Missouri Department of Elementary and Secondary Education is unable to sponsor applicants in their application for work visas through INS. If you have questions, please contact Human Resources.    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: 2024-04-14
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         Job Location:  This position will be located at 205 Jefferson St., Jefferson City, MO 65101.    Why you’ll love this position:    As a High School to Hire Apprentice for the State of Missouri, you will be an integral part of the Team! You will develop strong and trusting relationships with internal and external customers as a part of the on-the-job training. You will be a problem solver by researching and assisting internal and external customers in finding answers to their questions or directing them to the correct team member for assistance.   As an Apprentice you will complete 144 hours of competency education requirements, while completing 1,856 hours of on-the-job training. Apprenticeships make it easy to earn while you learn/train on-the-job.   As a part of the on the job training, Apprentice will attend and complete the Missouri Government Apprenticeship Academy, where you will get an introduction to and focus on building your skills in the areas of: Culture-Mission, Vision and Values, Customer Service, Administrative functions, the Legislative Process, Budget Process and Financial Management, Audit Process, General Services: Procurement and Risk Management, Human Resources, Sunshine Law and Call Centers.     What does successful completion of this program look like?      Registered Apprenticeship with the US Department of Labor   An opportunity to start your career adventure as a full-time state employee with one of the participating Departments (Office of Administration (OA), Department of Mental Health (DMH), Department of Social Services (DSS), Department of Public Safety (DPS), Department of Natural Resources (MoDNR), Department of Revenue (DOR), Department of Education and Secondary Education (DESE), Department of High Education and Workforce Development (DHEWD), Department of Commerce & Insurance (DCI), Department of Labor & Industrial Relations (DOLIR), Department of Health and Senior Services (DHSS), Department of Economic Development (DED), Department of Corrections (DOC)      Learn about state government overall business services and strategies to assist citizens and stakeholders   Explore different Departments and programs to discover your interest and passion as you start your career adventure with the State of Missouri!   Learn to provide business operations support and services by executing on the important behind the scenes work that keep the agency functioning efficiently:    Welcome and greet customers   Answer and properly route phone calls for multiple locations           Schedule, plan and organize meetings through Outlook   Draft letters, memos and communication    Enter, update, and/or retrieve information in automated systems; develop spreadsheets; utilize various software packages           Create visual presentations   Assist team members with projects, including research and analysis    Establish and maintain complex filing systems; prepare and/or oversee the preparation of records for storage and/or archiving.           Learn to work with sensitive material and maintain highest level of confidentiality and integrity   Learn to monitor activities in terms of time, efficiency and quality, adjusting when necessary     What careers will this Apprenticeship prepare you for?      Accounting Clerk -- Accounts Assistant -- Financial Services Technician   Human Resources Assistant -- Human Resources Technician   Administrative Support Clerk -- Administrative Support Assistant -- Administrative Technician   Research/Data Assistant   Risk/Claims Technician -- Procurement Associate -- Stores/Warehouse Assistant   Customer Service positions   And so many more……     How do I apply for this opportunity?    This opportunity is for students who have completed their junior year of high school and plan to enter into the workforce after graduation. To apply for this position, please complete the online application at  mocareers.mo.gov . With the application you will need to include a cover letter, resume and a letter of recommendation from one of your high school teachers or counselor.   If you have questions about this position please contact:   hr@dese.mo.gov     Equal Opportunity and Affirmative Action Employer:  Missouri Department of Elementary and Secondary Education is an Equal Opportunity Employer. If you have special needs addressed by the Americans with Disabilities Act (ADA), please contact Human Resources at (573) 751-9619, through Missouri Relay System at (800) 735-2966, or via email at hr@dese.mo.gov .   Notice of Non-Discrimination:  The Department of Elementary and Secondary Education does not discriminate on the basis of race, color, religion, gender, gender identity, sexual orientation, national origin, age, veteran status, mental or physical disability, or any other basis prohibited by statute in its programs and activities. Inquiries related to Department employment practices may be directed to the Jefferson State Office Building, Human Resources Director, 8th floor, 205 Jefferson Street, P.O. Box 480, Jefferson City, Missouri 65102-0480; telephone number 573-751-9619 or TYY 800-735-2966.   To Our Applicants with Disabilities:  For assistance with any phase of the Department process, please notify the Director of Human Resources at (573) 751-9619. Reasonable attempts will be made to accommodate special needs. TTY/TDD Relay Missouri service (800) 735-2966.   Notice to Applicants:  The Missouri Department of Elementary and Secondary Education is unable to sponsor applicants in their application for work visas through INS. If you have questions, please contact Human Resources.    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: 2024-04-14
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            Job Summary   The Mohave County Office of Procurement is currently recruiting for an Administrative and Central Services Supervisor in Kingman, AZ.     The typical hiring salary is $22.58 - $27.78 - DOQ  *Current pay range is under review in the upcoming 24-25 Fiscal Year*  Performs secondary line supervisory work involved in maintaining the administrative, business and clerically oriented processes of a large office staff within a major department that performs a wide variety of clerical functions. Positions are responsible to a department director or staff level manager/administrator for maintaining the administrative, business and clerically oriented processes of the department. Positions have full supervisory responsibility, independently develop, and implement new procedures and have a major impact on the department's budget and planning processes. Positions assist in establishing office policies and set standards for the interpretation and application of departmental policies as they apply to the office functions. This class is also distinguished because of the level of work it supervises, the responsibility for a number of separate functions, the complexity and impact of the functions, the size and level of the organization and in that it reports directly to a department director or staff level manager/administrator.    REPORTS TO    Work is performed independently under general direction of a department director or staff level manager/administrator. The employee is expected to exercise initiative and independent judgment in accordance and ensuring compliance with established procedures and regulations.    SUPERVISION EXERCISED    Directly exercises immediate to general supervision over an assigned staff.  Essential Job Functions    Supervises, coordinates, directs and participates in the activities of assigned department.    Supervises, coordinates and performs a variety of administrative staff work such as: scheduling; maintaining records; reviewing departmental records to ensure compliance to regulations and procedures; assisting in the development and implementation of new or revised procedures; policies and training methods for department; responding to requests for information or services; performing related administrative, planning and research activities; and preparing correspondence, reports, statistical information and may prepare budget materials for budget development and planning.  Monitors designated budgets and expenditures, reviews for accuracy, and makes adjustments and revisions as directed; prepares purchase orders and supply requisitions; may monitor receipt of materials and invoices; processes travel claims; oversees financial records.  Determines best course of action in the completion of assignments in department including setting priorities.  Serves as clerk and maintains official files of minutes, agendas and resolutions of Mohave County commissions and committees supported by the Department; prepares and distributes notices, agendas and supplementary materials, schedules facilities and audio-visual equipment, prepares transcribed minutes and follow-up actions, and video or audio recordings of meetings.  Creates and processes letters, newsletters, e-mails, and other documents independently for the department head; provides effective oral and written communication, and maintains relationships with office staff serving the Board of Supervisors, the Clerk of the Board of Supervisors, members of the County commissions and committees supported by the department, other county offices, outside agencies, the public, and the news media; assists in preparing news releases and communication bulletins regarding department activities; edits letters, performance reports, newsletters and any related publications for the department.  Instructs personnel on County and departmental personnel rules, policies, and procedures; serves as departmental liaison to County human resources; maintains strict confidentiality of personnel information processed as part of regular departmental business.  Completes performance evaluations; may make hiring recommendations; recommends disciplinary actions; approves vacations and time off; prepares work schedules and assignments; supervises the activities of assigned personnel; audits files and monitors reports and recordkeeping activities filed by assigned personnel for completeness, accuracy, and adherence to and ensuring compliance to policies, procedures, rules and regulations of department; instructs personnel on departmental policies, procedures and techniques; and provides training.  Assists and instructs assigned personnel in the resolution of difficult problems and situations.  Assists general public in the resolution of difficult problems and situations.  Assists in and coordinates activities and programs with other county departments.  Prepares, complete, accurate and timely reports, records and logs.  May perform any duties and responsibilities of department as required.  Communicates and acts in a professional manner with the public, co-workers, and work contacts.     As assigned to Central Services ( may include any and/or all of the essential functions above) :     Supervises Central Services Division with county-wide surplus and materials management, telecommunications, and mail distribution, which includes switchboard operation, cell phone plan management, cell phone technical support coordination, postage application and tracking, surplus auction, shipping and receiving, mail and package distribution, and internal cost allocations.    Serves as back-up for Central Services Division.    Supervises the County cell phones working directly or indirectly with contracted vendor to activate, deactivate, and troubleshoot mobile service issues.    Assists customers in determining the most appropriate mail service for their needs and to maximize postage discounts.    Solve problems such as tracking lost mail, researching incorrectly addressed mail and redirecting it to the appropriate party, and working with customers and vendors to resolve issues.    Serves as liaison with vendor(s) in determining upgrades and repairs and ensures all mail distribution equipment is appropriately supplied by vendor(s) in accordance with contract(s). Troubleshoots and coordinates with vendor(s) regarding basic repair issues, as appropriate.    Coordinates inside and outside courier operations which includes determining the locations and frequencies to be included in routes.    Operates and instructs staff in the use of mail equipment including high-tech inserter, computerized postage meter with scale and bar code reader, and an automatic bundling and inserting machine.    Reviews reports on mail distribution activities including mail processed and financial reports to ensure accuracy and adjust, as needed, which require intermediate analytical application.    Develop and manage the Procurement / Central Services Budget in conjunction with the Director, may review and approve expenditures, tracks actual expenditures.    Prepares detailed financial and statistical reports, long-range planning documents, and other reports or documents as needed.    Generates, maintains, and prepares all Procurement / Central Services financial reports required for the Finance Department, audits and any other financial/budget reports required by outside agencies.      Act as fiscal liaison between the Department and other County departments.      Schedule travel and training for Contracting and Central Services Divisions as needed.    Evaluates operations and makes recommendations for efficient central service processing methods.    Witnesses and documents formal bid openings.    Assists vendors with vendor registration and maintains phone, mail, contact with vendors and their representatives.    Reviews and files Department requests for Board of Supervisors actions, including resolution adoption; acts as Department liaison to the Clerk of the Board.       SECONDARY JOB FUNCTIONS     Performs related work as required.  Performs special assignments as requested.      Exercise regular and predictable attendance and punctuality in accordance with Mohave County Personnel Policies and Procedures.     Minimum Qualifications    High School Diploma/GED (General Education Degree).  Three (3) years progressively responsible experience in the performance of advanced/specialized level work as an Office Assistant Senior or Office Specialist in assigned or related department or three (3) years progressively responsible advanced level clerical/technician work experience specific or related to assigned department.   One (1) year first line supervisory experience.      OR an equivalent combination of education, experience, and training which provides the required knowledge, skills and abilities may be considered in meeting the minimum qualifications.       SPECIAL JOB REQUIREMENT    Must possess a valid driver’s license for operation of motor vehicles on Arizona roads at the start of employment and maintain said license while employed in this position.  Provide acceptable driving history at no cost to the County.  A requirement of proficiency to type 60 words per minute (wpm) may be necessary.     PREFERRED SPECIAL REQUIREMENT   "AS ASSIGNED TO CENTRAL SERVICES"    Bachelor’s degree in Public Administration, Business Administration, Financial Management, or a closely related field.     Knowledge, Skills & Abilities   Knowledge of:    Administrative rules and regulations and the policies and procedures of federal, state and county requirements utilized in the assigned department.  Organization of the department.  Modern office practices, procedures, and equipment.  Index and filing systems.  General finance and accounting principles.  Effective telephone and audio/visual conferencing techniques.  English, grammar, punctuation, and spelling.  Principles of Internet research.  MS Word, Excel, and PowerPoint software applications; Adobe Acrobat software; database software; Internet social media for news releases; e-mail, calendar, and task scheduling software applications.  Mohave County Personnel Policies and Procedures, and Department Regulation.    Skill in:    Courtesy and tact in dealing with the public and public officials.  Mathematics to perform calculations and general accounting procedures.  Principles and practices of leadership, supervision, and training.  Effectively operating modern office machines as necessary to include typewriters, calculators, copiers, fax machines, Internet enabled telephones, audio/video conferencing equipment and skill in utilizing computer hardware and software including personal computers, tablets, handheld computers, and scanners.  Establishing and maintaining effective file systems.  Performing research and compile information from a variety of sources.    Ability to:    Exhibit and instruct strong customer-service skills and strong team orientation.  Set priorities, assign, schedule, train, supervise, audit, and evaluate work activities and to persuade assigned personnel effectively.  Understand, interpret, and apply pertinent federal, state and local rules, regulations, procedures and policies of assigned department.  Maintain confidentiality of privileged and sensitive information.  Work independently.  Perform and coordinate department purchases and expense reconciliation, research and implement methods to save costs, interpret financial data, estimate expenses, and prepare and track budgets.  Hold staff meetings and collaborate with other departments to facilitate efficient work flow.  Develop appropriate, effective, and efficient methods of completing assignments.  Follow complex oral and written instructions and communicate clearly and concisely, both orally and in writing.  Establish and maintain cooperative working relationships with those contacted in the course of work.  Prepare clear, concise, grammatically correct (including punctuation and spelling), letters, memos, minutes, and other written documents.  Exercise independent thinking and good judgment.  Comply with Mohave County Personnel Policies and Procedures, and Department Regulations.  Perform the essential functions of the job specifications with or without a reasonable accommodation.    
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        Job Summary   The Mohave County Office of Procurement is currently recruiting for an Administrative and Central Services Supervisor in Kingman, AZ.     The typical hiring salary is $22.58 - $27.78 - DOQ  *Current pay range is under review in the upcoming 24-25 Fiscal Year*  Performs secondary line supervisory work involved in maintaining the administrative, business and clerically oriented processes of a large office staff within a major department that performs a wide variety of clerical functions. Positions are responsible to a department director or staff level manager/administrator for maintaining the administrative, business and clerically oriented processes of the department. Positions have full supervisory responsibility, independently develop, and implement new procedures and have a major impact on the department's budget and planning processes. Positions assist in establishing office policies and set standards for the interpretation and application of departmental policies as they apply to the office functions. This class is also distinguished because of the level of work it supervises, the responsibility for a number of separate functions, the complexity and impact of the functions, the size and level of the organization and in that it reports directly to a department director or staff level manager/administrator.    REPORTS TO    Work is performed independently under general direction of a department director or staff level manager/administrator. The employee is expected to exercise initiative and independent judgment in accordance and ensuring compliance with established procedures and regulations.    SUPERVISION EXERCISED    Directly exercises immediate to general supervision over an assigned staff.  Essential Job Functions    Supervises, coordinates, directs and participates in the activities of assigned department.    Supervises, coordinates and performs a variety of administrative staff work such as: scheduling; maintaining records; reviewing departmental records to ensure compliance to regulations and procedures; assisting in the development and implementation of new or revised procedures; policies and training methods for department; responding to requests for information or services; performing related administrative, planning and research activities; and preparing correspondence, reports, statistical information and may prepare budget materials for budget development and planning.  Monitors designated budgets and expenditures, reviews for accuracy, and makes adjustments and revisions as directed; prepares purchase orders and supply requisitions; may monitor receipt of materials and invoices; processes travel claims; oversees financial records.  Determines best course of action in the completion of assignments in department including setting priorities.  Serves as clerk and maintains official files of minutes, agendas and resolutions of Mohave County commissions and committees supported by the Department; prepares and distributes notices, agendas and supplementary materials, schedules facilities and audio-visual equipment, prepares transcribed minutes and follow-up actions, and video or audio recordings of meetings.  Creates and processes letters, newsletters, e-mails, and other documents independently for the department head; provides effective oral and written communication, and maintains relationships with office staff serving the Board of Supervisors, the Clerk of the Board of Supervisors, members of the County commissions and committees supported by the department, other county offices, outside agencies, the public, and the news media; assists in preparing news releases and communication bulletins regarding department activities; edits letters, performance reports, newsletters and any related publications for the department.  Instructs personnel on County and departmental personnel rules, policies, and procedures; serves as departmental liaison to County human resources; maintains strict confidentiality of personnel information processed as part of regular departmental business.  Completes performance evaluations; may make hiring recommendations; recommends disciplinary actions; approves vacations and time off; prepares work schedules and assignments; supervises the activities of assigned personnel; audits files and monitors reports and recordkeeping activities filed by assigned personnel for completeness, accuracy, and adherence to and ensuring compliance to policies, procedures, rules and regulations of department; instructs personnel on departmental policies, procedures and techniques; and provides training.  Assists and instructs assigned personnel in the resolution of difficult problems and situations.  Assists general public in the resolution of difficult problems and situations.  Assists in and coordinates activities and programs with other county departments.  Prepares, complete, accurate and timely reports, records and logs.  May perform any duties and responsibilities of department as required.  Communicates and acts in a professional manner with the public, co-workers, and work contacts.     As assigned to Central Services ( may include any and/or all of the essential functions above) :     Supervises Central Services Division with county-wide surplus and materials management, telecommunications, and mail distribution, which includes switchboard operation, cell phone plan management, cell phone technical support coordination, postage application and tracking, surplus auction, shipping and receiving, mail and package distribution, and internal cost allocations.    Serves as back-up for Central Services Division.    Supervises the County cell phones working directly or indirectly with contracted vendor to activate, deactivate, and troubleshoot mobile service issues.    Assists customers in determining the most appropriate mail service for their needs and to maximize postage discounts.    Solve problems such as tracking lost mail, researching incorrectly addressed mail and redirecting it to the appropriate party, and working with customers and vendors to resolve issues.    Serves as liaison with vendor(s) in determining upgrades and repairs and ensures all mail distribution equipment is appropriately supplied by vendor(s) in accordance with contract(s). Troubleshoots and coordinates with vendor(s) regarding basic repair issues, as appropriate.    Coordinates inside and outside courier operations which includes determining the locations and frequencies to be included in routes.    Operates and instructs staff in the use of mail equipment including high-tech inserter, computerized postage meter with scale and bar code reader, and an automatic bundling and inserting machine.    Reviews reports on mail distribution activities including mail processed and financial reports to ensure accuracy and adjust, as needed, which require intermediate analytical application.    Develop and manage the Procurement / Central Services Budget in conjunction with the Director, may review and approve expenditures, tracks actual expenditures.    Prepares detailed financial and statistical reports, long-range planning documents, and other reports or documents as needed.    Generates, maintains, and prepares all Procurement / Central Services financial reports required for the Finance Department, audits and any other financial/budget reports required by outside agencies.      Act as fiscal liaison between the Department and other County departments.      Schedule travel and training for Contracting and Central Services Divisions as needed.    Evaluates operations and makes recommendations for efficient central service processing methods.    Witnesses and documents formal bid openings.    Assists vendors with vendor registration and maintains phone, mail, contact with vendors and their representatives.    Reviews and files Department requests for Board of Supervisors actions, including resolution adoption; acts as Department liaison to the Clerk of the Board.       SECONDARY JOB FUNCTIONS     Performs related work as required.  Performs special assignments as requested.      Exercise regular and predictable attendance and punctuality in accordance with Mohave County Personnel Policies and Procedures.     Minimum Qualifications    High School Diploma/GED (General Education Degree).  Three (3) years progressively responsible experience in the performance of advanced/specialized level work as an Office Assistant Senior or Office Specialist in assigned or related department or three (3) years progressively responsible advanced level clerical/technician work experience specific or related to assigned department.   One (1) year first line supervisory experience.      OR an equivalent combination of education, experience, and training which provides the required knowledge, skills and abilities may be considered in meeting the minimum qualifications.       SPECIAL JOB REQUIREMENT    Must possess a valid driver’s license for operation of motor vehicles on Arizona roads at the start of employment and maintain said license while employed in this position.  Provide acceptable driving history at no cost to the County.  A requirement of proficiency to type 60 words per minute (wpm) may be necessary.     PREFERRED SPECIAL REQUIREMENT   "AS ASSIGNED TO CENTRAL SERVICES"    Bachelor’s degree in Public Administration, Business Administration, Financial Management, or a closely related field.     Knowledge, Skills & Abilities   Knowledge of:    Administrative rules and regulations and the policies and procedures of federal, state and county requirements utilized in the assigned department.  Organization of the department.  Modern office practices, procedures, and equipment.  Index and filing systems.  General finance and accounting principles.  Effective telephone and audio/visual conferencing techniques.  English, grammar, punctuation, and spelling.  Principles of Internet research.  MS Word, Excel, and PowerPoint software applications; Adobe Acrobat software; database software; Internet social media for news releases; e-mail, calendar, and task scheduling software applications.  Mohave County Personnel Policies and Procedures, and Department Regulation.    Skill in:    Courtesy and tact in dealing with the public and public officials.  Mathematics to perform calculations and general accounting procedures.  Principles and practices of leadership, supervision, and training.  Effectively operating modern office machines as necessary to include typewriters, calculators, copiers, fax machines, Internet enabled telephones, audio/video conferencing equipment and skill in utilizing computer hardware and software including personal computers, tablets, handheld computers, and scanners.  Establishing and maintaining effective file systems.  Performing research and compile information from a variety of sources.    Ability to:    Exhibit and instruct strong customer-service skills and strong team orientation.  Set priorities, assign, schedule, train, supervise, audit, and evaluate work activities and to persuade assigned personnel effectively.  Understand, interpret, and apply pertinent federal, state and local rules, regulations, procedures and policies of assigned department.  Maintain confidentiality of privileged and sensitive information.  Work independently.  Perform and coordinate department purchases and expense reconciliation, research and implement methods to save costs, interpret financial data, estimate expenses, and prepare and track budgets.  Hold staff meetings and collaborate with other departments to facilitate efficient work flow.  Develop appropriate, effective, and efficient methods of completing assignments.  Follow complex oral and written instructions and communicate clearly and concisely, both orally and in writing.  Establish and maintain cooperative working relationships with those contacted in the course of work.  Prepare clear, concise, grammatically correct (including punctuation and spelling), letters, memos, minutes, and other written documents.  Exercise independent thinking and good judgment.  Comply with Mohave County Personnel Policies and Procedures, and Department Regulations.  Perform the essential functions of the job specifications with or without a reasonable accommodation.    
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            Position Description  Deputy District Attorney I: $37.52 - $45.59  Deputy District Attorney II: $43.65 - $53.04  Deputy District Attorney III: $50.51 - $61.41  Deputy District Attorney IV: $58.49 - $71.08  Under general supervision or direction, performs increasingly difficult professional legal work in the analysis, preparation and prosecution of criminal cases before the court in Calaveras County; and performs related duties as assigned.     DISTINGUISHING CHARACTERISTICS:      Deputy District Attorney I is the entry level classification in this flexible series. Initially under close supervision, incumbents learn and perform the less difficult and non-controversial assignments in the District Attorney's Office under the direction and guidance of the District Attorney and more senior attorneys. Incumbents normally advance to the higher level of Deputy District Attorney II after gaining experience, achieving proficiency and demonstrating the ability to perform tasks as assigned that meet the requirements for Deputy District Attorney II.    Deputy District Attorney II is the journey level classification in this flexible series. Under general supervision, through formal and informal work review, incumbents perform a full range of assignments. Positions at this level are normally filled by advancement from the Deputy District Attorney I level.    Deputy District Attorney III is the advanced journey level classification in this flexible series. Incumbents handle complex and difficult legal matters and assignments, and may provide training and technical expertise to lower level Deputy District Attorneys. A high level of independence in handling cases and assignments is expected at this level.    Deputy District Attorney IV is the most experienced level classification in this flexible series. Incumbents handle the most complex and sensitive legal assignment requiring an experienced prosecutor with specialized training using independent judgment and discretion. Deputy District Attorneys IV's may provide direction and training to less experienced staff attorneys and assist in supervising the daily operations of the Office.  Example of Duties  Management reserves the right to add, modify, change, or rescind the work assignments of different positions and to make reasonable accommodations so that qualified employees can perform the essential functions of the job.     Represents the State in all phases of criminal matters, from charging to arraignment to trial to appeals.  Performs legal work in the preparation and prosecution of misdemeanor and felony criminal cases.  Maintains and manages individual caseloads in a timely and effective manner.  Reviews police reports and makes decisions regarding the issuing of criminal complaints; prepares victims and witnesses for participation in the legal process.  Prepares cases for prosecution by performing duties such as providing discovery; visiting crime scenes; reviews search and arrest warrants; examine cases and determine best case strategies; research and write pleadings, briefs, motions, petitions, etc.; interviews witnesses and victims and evaluates their credibility and ability to testify; prepares expert witnesses for testimony.  Presents and argues cases in court on behalf of the People of the State of California in all phases of misdemeanor and felony criminal trials including arraignments, bail hearings, settlement conferences, motion hearings, bench trials, jury trials, sentencings, restitution hearings, and probation violation hearings.  Assists law enforcement agencies requiring legal advice about the investigation of any criminal matter; coordinates case activities with law enforcement personnel and others as appropriate.  Responds to and resolves inquiries, complaints and requests for assistance in areas of responsibility.  Performs general administrative / office work as necessary, including but not limited to attending meetings, reviewing mail and literature, copying and filing documents, entering and retrieving computer data, preparing reports and correspondence, assembling documents and files, etc.  Maintains confidentiality; ensures the Constitutional rights of defendants and victims are protected; and adheres to the Rules of Professional Responsibility and ethical standards applicable to prosecutors.  Keeps abreast of all new criminal legislation and case law affecting cases.  Attends professional conferences, training, seminars, workshops, etc., and reads professional journals to maintain job knowledge and skills.  Performs related duties as assigned.     Deputy District Attorney III / IV : (In addition to the above)    Presents training and gives presentations to community organizations, law enforcement agencies, etc., as necessary to enhance job skills and/or increase public awareness and support of department programs and services.  Provides training and technical expertise to lower-level Deputy District Attorneys as assigned.  May assist the District Attorney and Assistant District Attorney in media relations and supervising the daily operations of the office, including caseload assignment, progress monitoring and support services.  Represents the State in civil and quasi-criminal matters that are within the purview of the Office of the District Attorney.    Minimum Qualifications    Knowledge of:      Deputy District Attorney I : Pertinent federal, state and county laws and regulations, including but not limited to, the California Penal, Health and Safety, and Vehicle Codes; basic principles and practices of criminal law, search and seizure, statutory and Constitutional discovery obligations; rules of professional responsibility and ethical standards applicable to prosecutors; courtroom / judicial procedures and processes; methods and techniques of legal research and writing; trial advocacy methods; rules of evidence and their application; methods of preparing legal and administrative documents, records and reports; modern office practices, methods, and computer equipment and applications related to the work; English usage, grammar, spelling, vocabulary, and punctuation; techniques for providing a high level of customer service to effectively deal with law enforcement, victims, witnesses, the public at large, and County staff; California appellate procedure and law.    Deputy District Attorney II : (In addition to the above) Complex principles of criminal law, trial procedure, and rules of evidence and their application; basic felony sentencing rules; basic search warrant practice; established precedents, case law and sources of legal reference applicable to District Attorney's Office activities; functions and authorities of other criminal justice organizations.    Deputy District Attorney III / IV : (In addition to the above) Principles and practices of lead work direction, including work planning, assignment and review; complex felony sentencing rules, including one-strike, three strikes, and special circumstances; complex search warrant practice; lifer rules and regulations; training principles and practices, and job mentoring; methods of conducting sensitive investigations; effective media relations in routine and sensitive situations.    Ability to:      Deputy District Attorney I : Analyze and apply basic legal practices, principles and methods; effectively apply legal knowledge and principles in court; evaluate investigative reports to determine appropriate charges, strategies for prosecution or settlement, and follow-up required; present statements of law, fact and arguments clearly and logically in written and oral form; conduct research on legal problems and prepare sound legal opinions; interpret and make decisions in accordance with laws, regulations and policies; gain cooperation through discussion and persuasion; maintain records and prepare required reports; perform required mathematical computations with accuracy; operate modern office equipment including computer equipment and specialized software applications programs; use English effectively to communicate in person, over the telephone, and in writing; use tact, initiative, prudence, and independent judgment within general policy and legal guidelines in politically sensitive situations; establish, maintain, and foster positive and effective working relationships with those contacted in the course of work; prosecute misdemeanor cases, including but not limited to driving under the influence, battery, domestic violence, drug possession, and petty thefts; prosecute juvenile delinquency cases; draft and represent the People in misdemeanor and infraction appeals at the Superior Court level.    Deputy District Attorney II : (In addition to the above) Analyze and apply complex legal practices, principles, methods, facts and precedents to legal problems; prosecute increasingly complex cases, including both misdemeanor and felony criminal cases; prosecute juvenile delinquency cases.    Deputy District Attorney III : (In addition to the above) Provide training and/or presentations for community service organizations and law enforcement agencies; provide lead work direction, including work planning, assignment and review; provide effective training and job mentoring as assigned; prosecute increasingly complex cases, including one strike, three-strikes, life-term cases, sanity litigation, civil asset forfeiture litigation, and lifer hearings. Conduct criminal grand jury hearings. Interact effectively with the news media while protecting prosecution interests. Respond and advise law enforcement at crime scenes. Work effectively with other agencies in developing multi-disciplinary protocols.    Deputy District Attorney IV : (In addition to the above) Prosecute the most complex, high-profile, sensitive, and specialized cases, including but not limited to capital and special circumstance cases, and sexually violent predator litigation. Manage media relations in routine and sensitive situations.    Education, Training, and Experience:     Any combination of training and experience that would provide the required knowledge, skills and abilities is qualifying unless specific state and federal education, certification and licensure is required.     Deputy District Attorney (all levels) : A Juris Doctorate degree from an accredited law school, and    Deputy District Attorney I :  No experience required.    Deputy District Attorney II : Two (2) years of professional legal experience at a level equivalent to Deputy District Attorney I in Calaveras County.    Deputy District Attorney III :  Four (4) years of professional legal experience which has included at least two (2) years of experience at a level equivalent to the Deputy District Attorney II with Calaveras County.    Deputy District Attorney IV :  Six (6) years of professional legal experience which has included at least two (2) years of experience at a level equivalent to the Deputy District Attorney III with Calaveras County.  Special Requirements    Must be an active member in good standing of the California State Bar Association.   Must possess a California driver license and have and maintain a satisfactory driving record.       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  Deputy District Attorney I: $37.52 - $45.59  Deputy District Attorney II: $43.65 - $53.04  Deputy District Attorney III: $50.51 - $61.41  Deputy District Attorney IV: $58.49 - $71.08  Under general supervision or direction, performs increasingly difficult professional legal work in the analysis, preparation and prosecution of criminal cases before the court in Calaveras County; and performs related duties as assigned.     DISTINGUISHING CHARACTERISTICS:      Deputy District Attorney I is the entry level classification in this flexible series. Initially under close supervision, incumbents learn and perform the less difficult and non-controversial assignments in the District Attorney's Office under the direction and guidance of the District Attorney and more senior attorneys. Incumbents normally advance to the higher level of Deputy District Attorney II after gaining experience, achieving proficiency and demonstrating the ability to perform tasks as assigned that meet the requirements for Deputy District Attorney II.    Deputy District Attorney II is the journey level classification in this flexible series. Under general supervision, through formal and informal work review, incumbents perform a full range of assignments. Positions at this level are normally filled by advancement from the Deputy District Attorney I level.    Deputy District Attorney III is the advanced journey level classification in this flexible series. Incumbents handle complex and difficult legal matters and assignments, and may provide training and technical expertise to lower level Deputy District Attorneys. A high level of independence in handling cases and assignments is expected at this level.    Deputy District Attorney IV is the most experienced level classification in this flexible series. Incumbents handle the most complex and sensitive legal assignment requiring an experienced prosecutor with specialized training using independent judgment and discretion. Deputy District Attorneys IV's may provide direction and training to less experienced staff attorneys and assist in supervising the daily operations of the Office.  Example of Duties  Management reserves the right to add, modify, change, or rescind the work assignments of different positions and to make reasonable accommodations so that qualified employees can perform the essential functions of the job.     Represents the State in all phases of criminal matters, from charging to arraignment to trial to appeals.  Performs legal work in the preparation and prosecution of misdemeanor and felony criminal cases.  Maintains and manages individual caseloads in a timely and effective manner.  Reviews police reports and makes decisions regarding the issuing of criminal complaints; prepares victims and witnesses for participation in the legal process.  Prepares cases for prosecution by performing duties such as providing discovery; visiting crime scenes; reviews search and arrest warrants; examine cases and determine best case strategies; research and write pleadings, briefs, motions, petitions, etc.; interviews witnesses and victims and evaluates their credibility and ability to testify; prepares expert witnesses for testimony.  Presents and argues cases in court on behalf of the People of the State of California in all phases of misdemeanor and felony criminal trials including arraignments, bail hearings, settlement conferences, motion hearings, bench trials, jury trials, sentencings, restitution hearings, and probation violation hearings.  Assists law enforcement agencies requiring legal advice about the investigation of any criminal matter; coordinates case activities with law enforcement personnel and others as appropriate.  Responds to and resolves inquiries, complaints and requests for assistance in areas of responsibility.  Performs general administrative / office work as necessary, including but not limited to attending meetings, reviewing mail and literature, copying and filing documents, entering and retrieving computer data, preparing reports and correspondence, assembling documents and files, etc.  Maintains confidentiality; ensures the Constitutional rights of defendants and victims are protected; and adheres to the Rules of Professional Responsibility and ethical standards applicable to prosecutors.  Keeps abreast of all new criminal legislation and case law affecting cases.  Attends professional conferences, training, seminars, workshops, etc., and reads professional journals to maintain job knowledge and skills.  Performs related duties as assigned.     Deputy District Attorney III / IV : (In addition to the above)    Presents training and gives presentations to community organizations, law enforcement agencies, etc., as necessary to enhance job skills and/or increase public awareness and support of department programs and services.  Provides training and technical expertise to lower-level Deputy District Attorneys as assigned.  May assist the District Attorney and Assistant District Attorney in media relations and supervising the daily operations of the office, including caseload assignment, progress monitoring and support services.  Represents the State in civil and quasi-criminal matters that are within the purview of the Office of the District Attorney.    Minimum Qualifications    Knowledge of:      Deputy District Attorney I : Pertinent federal, state and county laws and regulations, including but not limited to, the California Penal, Health and Safety, and Vehicle Codes; basic principles and practices of criminal law, search and seizure, statutory and Constitutional discovery obligations; rules of professional responsibility and ethical standards applicable to prosecutors; courtroom / judicial procedures and processes; methods and techniques of legal research and writing; trial advocacy methods; rules of evidence and their application; methods of preparing legal and administrative documents, records and reports; modern office practices, methods, and computer equipment and applications related to the work; English usage, grammar, spelling, vocabulary, and punctuation; techniques for providing a high level of customer service to effectively deal with law enforcement, victims, witnesses, the public at large, and County staff; California appellate procedure and law.    Deputy District Attorney II : (In addition to the above) Complex principles of criminal law, trial procedure, and rules of evidence and their application; basic felony sentencing rules; basic search warrant practice; established precedents, case law and sources of legal reference applicable to District Attorney's Office activities; functions and authorities of other criminal justice organizations.    Deputy District Attorney III / IV : (In addition to the above) Principles and practices of lead work direction, including work planning, assignment and review; complex felony sentencing rules, including one-strike, three strikes, and special circumstances; complex search warrant practice; lifer rules and regulations; training principles and practices, and job mentoring; methods of conducting sensitive investigations; effective media relations in routine and sensitive situations.    Ability to:      Deputy District Attorney I : Analyze and apply basic legal practices, principles and methods; effectively apply legal knowledge and principles in court; evaluate investigative reports to determine appropriate charges, strategies for prosecution or settlement, and follow-up required; present statements of law, fact and arguments clearly and logically in written and oral form; conduct research on legal problems and prepare sound legal opinions; interpret and make decisions in accordance with laws, regulations and policies; gain cooperation through discussion and persuasion; maintain records and prepare required reports; perform required mathematical computations with accuracy; operate modern office equipment including computer equipment and specialized software applications programs; use English effectively to communicate in person, over the telephone, and in writing; use tact, initiative, prudence, and independent judgment within general policy and legal guidelines in politically sensitive situations; establish, maintain, and foster positive and effective working relationships with those contacted in the course of work; prosecute misdemeanor cases, including but not limited to driving under the influence, battery, domestic violence, drug possession, and petty thefts; prosecute juvenile delinquency cases; draft and represent the People in misdemeanor and infraction appeals at the Superior Court level.    Deputy District Attorney II : (In addition to the above) Analyze and apply complex legal practices, principles, methods, facts and precedents to legal problems; prosecute increasingly complex cases, including both misdemeanor and felony criminal cases; prosecute juvenile delinquency cases.    Deputy District Attorney III : (In addition to the above) Provide training and/or presentations for community service organizations and law enforcement agencies; provide lead work direction, including work planning, assignment and review; provide effective training and job mentoring as assigned; prosecute increasingly complex cases, including one strike, three-strikes, life-term cases, sanity litigation, civil asset forfeiture litigation, and lifer hearings. Conduct criminal grand jury hearings. Interact effectively with the news media while protecting prosecution interests. Respond and advise law enforcement at crime scenes. Work effectively with other agencies in developing multi-disciplinary protocols.    Deputy District Attorney IV : (In addition to the above) Prosecute the most complex, high-profile, sensitive, and specialized cases, including but not limited to capital and special circumstance cases, and sexually violent predator litigation. Manage media relations in routine and sensitive situations.    Education, Training, and Experience:     Any combination of training and experience that would provide the required knowledge, skills and abilities is qualifying unless specific state and federal education, certification and licensure is required.     Deputy District Attorney (all levels) : A Juris Doctorate degree from an accredited law school, and    Deputy District Attorney I :  No experience required.    Deputy District Attorney II : Two (2) years of professional legal experience at a level equivalent to Deputy District Attorney I in Calaveras County.    Deputy District Attorney III :  Four (4) years of professional legal experience which has included at least two (2) years of experience at a level equivalent to the Deputy District Attorney II with Calaveras County.    Deputy District Attorney IV :  Six (6) years of professional legal experience which has included at least two (2) years of experience at a level equivalent to the Deputy District Attorney III with Calaveras County.  Special Requirements    Must be an active member in good standing of the California State Bar Association.   Must possess a California driver license and have and maintain a satisfactory driving record.       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 examination is being given to fill one vacancy in the Assessor-Recorder-County Clerk's Office and to establish an eligible list to fill future vacancies. Resumes will not be accepted in lieu of an application. A completed application must be postmarked or received online by the final filing deadline.   Pre-Employment Drug Screening and Background : Potential new hires into this classification are required to successfully pass a pre-employment drug screen and a background investigation as a condition of employment. Final appointment cannot be made unless the eligible has passed the drug screen and successfully completed the background process. The County pays for the initial drug screen.     The following incentives and bonuses may be  available for eligible new hires  .   Incentives and bonuses are subject to approval by Human Resources:        Vacation Accrual Rate  : San Joaquin County vacation accrual rate consistent with the candidate's total years of public service.         Sick Leave  : Candidates leaving other employment may receive credit for actual non-reimbursable sick leave hours (up to 160 hours) from their last agency. Hours shall be subject to San Joaquin County's minimum sick leave cash out provisions.         New Hire Retention Bonus  :      $2,000 upon completion of first year equivalent employment (2,080 hours)    $1,000 upon completion of third year equivalent employment (6,240 hours)    $3,000 upon completion of sixth year equivalent employment (12,480 hours)     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 on file, Human Resources will send you correspondences via US Mail.    TYPICAL DUTIES      Provides advanced, specialized and complex professional duties support in the analysis, evaluation, design, programming, development, testing, implementation, documentation and maintenance of large and complex geographic information systems and applications across multiple platforms and technologies.       Serves as resource and provides highly specialized support to maintain existing systems; assesses, reviews and conducts research on system operational problems and functionality; provides technical solutions to client on alternative information technology solutions.       Provides highly complex support on geographic information systems applications development projects; analyzes business and functional requirements for new or enhanced applications; meets with users and management staff to ensure complete understanding of department requirements; analyzes current manual or computerized processes; analyzes inter-relationship between new tasks and existing applications; researches internal and external available resources; develops and presents cost-benefit analyses; performs quality assurance duties; makes recommendations on applications solutions.       Evaluates and tests new or enhanced applications; installs or upgrades application software and hardware; troubleshoots hardware, software and database related problems; performs applications testing and documentation duties.       Performs complex geographic information systems, network and applications programming duties; ensures data integrity and program structure and reliability are maintained.       Performs a variety of complex analytical duties in planning, developing, installing, implementing, integrating, testing and evaluating geographic information systems networks; installs, configures and manages servers; evaluates network protocols, hardware and software to determine their applicability to geographic information system network needs; evaluates new applications to determine integration with current networks and systems; develops and coordinates the installation and maintenance of computers, circuits, data communications equipment, printers and other peripheral equipment.       Investigates, analyzes and resolves complex network-related problems; resolves compatibility problems; troubleshoots network failures, router problems and telecommunications problems; recommends and implements changes and improvements.       Monitors network security and performance; identifies unauthorized access and potential security risks; implements and administers security strategies; measures volume and performance of network traffic; identifies utilization and performance issues; recommends improvements to security and network performance.       Plans, designs and implements relational databases; develops standards and strategies for maintaining database security; develops methodologies for importing and exporting GIS database information to and from external agencies and County departments.       Writes documentation on new and enhanced geographic information system, network and applications including detailed description and functional capabilities; prepares and updates user materials and procedures manuals; creates technical documentation and instructional materials to assist clients in the use of system applications       Supervises subordinate staff, including one or more professional GIS Analysts; plans, directs and coordinates staff work plans, projects and assignments; motivates, monitors and evaluates staff performance; reviews checks work products; arranges, coordinates and/or provides staff training; coordinates and recommends the selection of new staff as needed.       Attends and participates in professional group meetings; stays abreast of new trends and innovations in the field of geographic information systems technology.         MINIMUM QUALIFICATIONS    Note :   Incumbents who, at the time that Classification Study #01-22 is adopted by the Board of Supervisors, occupy full-time Civil Service positions reclassified to this class by the study, shall be deemed to meet the requirements listed below.       Either I         Experience :   Two years  as a Senior Geographic Information Systems Analyst in San Joaquin County .     Or II         Education :   Graduation from an accredited four-year college or university with major course work in geography, geographic information systems, computer science, information systems, economics, engineering, architecture, environmental science, mathematics, business administration, or a related field.       Experience :   Five years of increasingly responsible professional analytical computer and related systems work in a geographic information systems environment.     Substitution #1 :  Possession of an approved information systems technology certificate, or completion of an approved information systems training course may substitute for part or all of the required education.  A list of approved certificates and/or courses shall be maintained within the Human Resources Department.     Substitution #2 :  Additional qualifying experience may substitute for the above-required education on a year-for-year basis to a maximum of two years.   KNOWLEDGE  Operations, services and activities of geographic information systems programs; operational characteristics and capabilities of specialized geographic information systems hardware and software; geographic information system standards and conventions; advanced principles and practices of applications development, programming and installation; advanced principles and practices of computer science and information systems; advanced methods and techniques of installing, configuring, troubleshooting and administering systems, network, applications, and databases; principles and practices of system security and client access to assigned applications; methods and techniques of using application design and development tools; operational characteristics of multiple operating system environments; a variety of complex application programming languages; operational characteristics of a variety of computer systems, networks and associated hardware, software, databases and related components; principles and practices of quality assurance; principles and practices of network and server administration; principles and practices of database maintenance and administration; relational database concepts; cartographic, drafting, demographic and statistical methods and standards; aerial photograph analysis concepts; methods and techniques of conducting research; methods and techniques of developing technical and training documentation; principles and practices of customer service; principles and practices of supervision and personnel administration; pertinent Federal, State and local codes, laws and regulations.  ABILITY  Provide advanced level support in the design, development and maintenance of geographic information systems, networks and applications; independently perform complex network and application design analysis and programming duties; analyze and resolve complex system, network and application problems using logical and methodical processes; design, implement, maintain and administer relational database management systems; convert and manipulate data; recommend, install, troubleshoot and upgrade systems, networks and applications; perform complex network and server administration duties; design training materials and conduct training programs; assess and analyze department technology resources and needs; design software to meet client needs; create and develop technical and training manuals or documentation; create maps and charts from multiple layers of data; supervise the work of subordinate staff, including GIS professionals; communicate clearly and concisely, both orally and in writing; establish and maintain effective working relationships with those contacted in the course of work.  PHYSICAL/MENTAL REQUIREMENTS    Mobility  -Frequent use of data input devices; frequent sitting, standing or walking for long periods; occasional pushing/pulling, bending, squatting and crawling; driving;   Lifting  -Frequently 5-30 pounds; occasionally 70 pounds or less;   Vision  -Constant use of good overall vision; frequent reading/close-up work; occasional color, depth and peripheral vision;  Dexterity  -Frequent repetitive motion; frequent writing; frequent grasping, holding, reaching;   Hearing/Talking  -Frequent talking/hearing in person and on the telephone;   Emotional/Psychological  -Frequent decision-making and concentration; frequent public contact; occasional working alone, working nights and traveling;   Environmental  -Frequent exposure to noise.   San Joaquin County complies with the Americans with Disabilities Act (ADA) and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  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 by SEIU 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  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.  HOW TO APPLY    Apply Online:       www.sjgov.org/department/hr      By mail or in person:       San Joaquin County Human Resources     44 N. San Joaquin Street Suite 330     Stockton, CA 95202     Office hours:     Monday - Friday 8:00 am to 5:00 pm; excluding holidays.     Phone: (209) 468-3370     Job Line:      For currentemployment opportunitiesplease callour 24-hour job line at (209) 468-3377.       When a final filing date is indicated, applications must be filed with the Human Resources Division before 5:00 p.m. or postmarked by the final filing date. Resumes will not be accepted in lieu of an application. Applications sent through county inter-office mail, which are not received by the final filing date, will not be accepted. ( The County assumes no responsibility for mailed applications which are not received by the Human Resources Division) .       San Joaquin County Substance Abuse Policy:   San Joaquin County has adopted a Substance Abuse Policy in compliance with the Federal Drug Free Workplace Act of 1988. This policy is enforced by all San Joaquin County Departments and applies to all San Joaquin County employees.       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   www.sjgov.org/department/hr/eeo   .       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: Continuous
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        Introduction  This examination is being given to fill one vacancy in the Assessor-Recorder-County Clerk's Office and to establish an eligible list to fill future vacancies. Resumes will not be accepted in lieu of an application. A completed application must be postmarked or received online by the final filing deadline.   Pre-Employment Drug Screening and Background : Potential new hires into this classification are required to successfully pass a pre-employment drug screen and a background investigation as a condition of employment. Final appointment cannot be made unless the eligible has passed the drug screen and successfully completed the background process. The County pays for the initial drug screen.     The following incentives and bonuses may be  available for eligible new hires  .   Incentives and bonuses are subject to approval by Human Resources:        Vacation Accrual Rate  : San Joaquin County vacation accrual rate consistent with the candidate's total years of public service.         Sick Leave  : Candidates leaving other employment may receive credit for actual non-reimbursable sick leave hours (up to 160 hours) from their last agency. Hours shall be subject to San Joaquin County's minimum sick leave cash out provisions.         New Hire Retention Bonus  :      $2,000 upon completion of first year equivalent employment (2,080 hours)    $1,000 upon completion of third year equivalent employment (6,240 hours)    $3,000 upon completion of sixth year equivalent employment (12,480 hours)     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 on file, Human Resources will send you correspondences via US Mail.    TYPICAL DUTIES      Provides advanced, specialized and complex professional duties support in the analysis, evaluation, design, programming, development, testing, implementation, documentation and maintenance of large and complex geographic information systems and applications across multiple platforms and technologies.       Serves as resource and provides highly specialized support to maintain existing systems; assesses, reviews and conducts research on system operational problems and functionality; provides technical solutions to client on alternative information technology solutions.       Provides highly complex support on geographic information systems applications development projects; analyzes business and functional requirements for new or enhanced applications; meets with users and management staff to ensure complete understanding of department requirements; analyzes current manual or computerized processes; analyzes inter-relationship between new tasks and existing applications; researches internal and external available resources; develops and presents cost-benefit analyses; performs quality assurance duties; makes recommendations on applications solutions.       Evaluates and tests new or enhanced applications; installs or upgrades application software and hardware; troubleshoots hardware, software and database related problems; performs applications testing and documentation duties.       Performs complex geographic information systems, network and applications programming duties; ensures data integrity and program structure and reliability are maintained.       Performs a variety of complex analytical duties in planning, developing, installing, implementing, integrating, testing and evaluating geographic information systems networks; installs, configures and manages servers; evaluates network protocols, hardware and software to determine their applicability to geographic information system network needs; evaluates new applications to determine integration with current networks and systems; develops and coordinates the installation and maintenance of computers, circuits, data communications equipment, printers and other peripheral equipment.       Investigates, analyzes and resolves complex network-related problems; resolves compatibility problems; troubleshoots network failures, router problems and telecommunications problems; recommends and implements changes and improvements.       Monitors network security and performance; identifies unauthorized access and potential security risks; implements and administers security strategies; measures volume and performance of network traffic; identifies utilization and performance issues; recommends improvements to security and network performance.       Plans, designs and implements relational databases; develops standards and strategies for maintaining database security; develops methodologies for importing and exporting GIS database information to and from external agencies and County departments.       Writes documentation on new and enhanced geographic information system, network and applications including detailed description and functional capabilities; prepares and updates user materials and procedures manuals; creates technical documentation and instructional materials to assist clients in the use of system applications       Supervises subordinate staff, including one or more professional GIS Analysts; plans, directs and coordinates staff work plans, projects and assignments; motivates, monitors and evaluates staff performance; reviews checks work products; arranges, coordinates and/or provides staff training; coordinates and recommends the selection of new staff as needed.       Attends and participates in professional group meetings; stays abreast of new trends and innovations in the field of geographic information systems technology.         MINIMUM QUALIFICATIONS    Note :   Incumbents who, at the time that Classification Study #01-22 is adopted by the Board of Supervisors, occupy full-time Civil Service positions reclassified to this class by the study, shall be deemed to meet the requirements listed below.       Either I         Experience :   Two years  as a Senior Geographic Information Systems Analyst in San Joaquin County .     Or II         Education :   Graduation from an accredited four-year college or university with major course work in geography, geographic information systems, computer science, information systems, economics, engineering, architecture, environmental science, mathematics, business administration, or a related field.       Experience :   Five years of increasingly responsible professional analytical computer and related systems work in a geographic information systems environment.     Substitution #1 :  Possession of an approved information systems technology certificate, or completion of an approved information systems training course may substitute for part or all of the required education.  A list of approved certificates and/or courses shall be maintained within the Human Resources Department.     Substitution #2 :  Additional qualifying experience may substitute for the above-required education on a year-for-year basis to a maximum of two years.   KNOWLEDGE  Operations, services and activities of geographic information systems programs; operational characteristics and capabilities of specialized geographic information systems hardware and software; geographic information system standards and conventions; advanced principles and practices of applications development, programming and installation; advanced principles and practices of computer science and information systems; advanced methods and techniques of installing, configuring, troubleshooting and administering systems, network, applications, and databases; principles and practices of system security and client access to assigned applications; methods and techniques of using application design and development tools; operational characteristics of multiple operating system environments; a variety of complex application programming languages; operational characteristics of a variety of computer systems, networks and associated hardware, software, databases and related components; principles and practices of quality assurance; principles and practices of network and server administration; principles and practices of database maintenance and administration; relational database concepts; cartographic, drafting, demographic and statistical methods and standards; aerial photograph analysis concepts; methods and techniques of conducting research; methods and techniques of developing technical and training documentation; principles and practices of customer service; principles and practices of supervision and personnel administration; pertinent Federal, State and local codes, laws and regulations.  ABILITY  Provide advanced level support in the design, development and maintenance of geographic information systems, networks and applications; independently perform complex network and application design analysis and programming duties; analyze and resolve complex system, network and application problems using logical and methodical processes; design, implement, maintain and administer relational database management systems; convert and manipulate data; recommend, install, troubleshoot and upgrade systems, networks and applications; perform complex network and server administration duties; design training materials and conduct training programs; assess and analyze department technology resources and needs; design software to meet client needs; create and develop technical and training manuals or documentation; create maps and charts from multiple layers of data; supervise the work of subordinate staff, including GIS professionals; communicate clearly and concisely, both orally and in writing; establish and maintain effective working relationships with those contacted in the course of work.  PHYSICAL/MENTAL REQUIREMENTS    Mobility  -Frequent use of data input devices; frequent sitting, standing or walking for long periods; occasional pushing/pulling, bending, squatting and crawling; driving;   Lifting  -Frequently 5-30 pounds; occasionally 70 pounds or less;   Vision  -Constant use of good overall vision; frequent reading/close-up work; occasional color, depth and peripheral vision;  Dexterity  -Frequent repetitive motion; frequent writing; frequent grasping, holding, reaching;   Hearing/Talking  -Frequent talking/hearing in person and on the telephone;   Emotional/Psychological  -Frequent decision-making and concentration; frequent public contact; occasional working alone, working nights and traveling;   Environmental  -Frequent exposure to noise.   San Joaquin County complies with the Americans with Disabilities Act (ADA) and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  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 by SEIU 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  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.  HOW TO APPLY    Apply Online:       www.sjgov.org/department/hr      By mail or in person:       San Joaquin County Human Resources     44 N. San Joaquin Street Suite 330     Stockton, CA 95202     Office hours:     Monday - Friday 8:00 am to 5:00 pm; excluding holidays.     Phone: (209) 468-3370     Job Line:      For currentemployment opportunitiesplease callour 24-hour job line at (209) 468-3377.       When a final filing date is indicated, applications must be filed with the Human Resources Division before 5:00 p.m. or postmarked by the final filing date. Resumes will not be accepted in lieu of an application. Applications sent through county inter-office mail, which are not received by the final filing date, will not be accepted. ( The County assumes no responsibility for mailed applications which are not received by the Human Resources Division) .       San Joaquin County Substance Abuse Policy:   San Joaquin County has adopted a Substance Abuse Policy in compliance with the Federal Drug Free Workplace Act of 1988. This policy is enforced by all San Joaquin County Departments and applies to all San Joaquin County employees.       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   www.sjgov.org/department/hr/eeo   .       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: Continuous
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              Accounting Technician  
     
  Valley Water  
   
  Salary:  $82,908.80 - $106,142.40 Annually 
   
  Job Type:  Full-Time 
   
  Job Number:  01603-E 
   
  Location:  CA, CA 
   
  Department:  Financial Planning and Management Services 
   
  Closing:  4/24/2023 11:59 PM Pacific 
   
  Description  
  Overview:  
 Under Accounts Payable Lead Senior Accountant's direction: - process assigned invoices for timely payment by promptly and accurately entering invoices into the Infor Accounts Payable system, resolve invoice, purchase order and receiver document matching discrepancies and reconcile assigned vendor accounts; - coordinate and process the weekly check run on a rotational basis; - handle the issuance and disbursement of checks; respond to Accounts Payable and general accounting related inquiries from vendors and employees; - administer petty cash reimbursements and reconcile petty cash fund; - scan and upload accounts payable documents and; - perform other accounting projects as assigned 
  Key Responsibilities include, but are not limited to:  
   
 
 Perform a variety of technical and specialized accounts payable functions as related to district expenditures. 
 In compliance with financial policies, procedures and accounting standards, match, verify and audit purchase order, receiving and approval documentation to against invoices. 
 Process high-volume invoices using the Infor Accounts Payable system; review for accuracy; determine the appropriate accounting period and account coding. 
 Research and resolve billing discrepancies with end users, procurement staff and vendors, reconcile vendor statements; verify account coding and rate spreadsheets; review data entry reports for accuracy. 
 Download Infor report for auditing against source documents; issue and disburse weekly checks and manual checks; match source documents with check copies; prepare the cash flow management and check control reconciliation reports. 
 Administer petty cash; ensure compliance with policies and procedures. 
 
   
  Ideal Candidate's Background Includes:  
 Applicants whose experience and background best match the ideal experience, knowledge, skills, abilities, and education are considered ideal candidates for the position. To determine the top candidates, each applicant will be assessed based on the ideal candidate criteria as listed below. 
   
  Ideal Experience:  
   
 
 3 years of accounting support, bookkeeping, or accounting clerk with full cycle accounts payable preferably in public sector. 
 Experience in using automated financial systems such as PeopleSoft, SAP, Infor. 
 Experience working with vendors and resolving accounts payable billing inquiries. 
 
   
  Ideal Skills and Abilities:  
   
 
 Proficiency in Microsoft Outlook, Excel, Word, PowerPoint and web-based programs, or equivalent. 
 Ability to provide excellent customer service through all levels of the organization and to external customers. 
 
   
  Ideal Knowledge:  
   
 
 Knowledge of accounting principles, bookkeeping, payroll,, and payables processing. 
 Knowledge of automated financial systems such as PeopleSoft, SAP, Infor or equivalent. 
 
   
  Ideal Training and Education:  
 Equivalent to the completion of the twelfth grade supplemented by two years of college level course work in accounting, business administration or a related field. 
   
  Required License or Certificate  
   
 Possession of, or ability to obtain, an appropriate, valid California driver's license. Individuals who do not meet the driver's license requirement due to a disability will be considered for a reasonable accommodation on a case-by-case basis. 
   
  To review the Classification Specification, please click https://s3.us-west-1.amazonaws.com/valleywater.org.us-west-1/s3fs-public/Accounting%20Technician%20-%205-2019.pdf https://get.adobe.com/reader/General Accounting  Unit (Position Code 0025)COVID-19 vaccination requirement: 
 *To protect our most valuable assets, our employees, as well as the communities we serve, Valley Water requires all newly hired Valley Water personnel to be fully vaccinated (for COVID -19) or to be formally excused from the requirement through the **reasonable accommodation process (for details, see bottom of job posting) 
 Valley Water Telework Program: Eligibility for telework will depend on the type of work performed, operational needs, and the ability for the employee to perform the essential functions of their job duties while teleworking. Employment with Valley Water requires employees to live within 150 miles of their primary physical work location located in San Jose, California by their start date. 
   
 This position is eligible for a hybrid telework schedule, typically working 40% remote and 60% onsite. 
   
  Selection Process  
   
 (1) The selection process may include one or more of the following: application review, application assessment, performance exercise, written exercise and/or interview.(2) The Employment Application, Qualifying Information Questions and/or Supplemental Questions will be evaluated based on the ideal candidate criteria listed above. Resumes are highly recommended.NOTE: Position and start date is subject to availability of funds. Valley Water retains the right to repost this position as deemed necessary. Consideration may be given to existing applicant pools within the same classification. COVID-19 vaccination requirement:* Fully vaccinated means (1) it has been at least two weeks since a person has completed the entire recommended series of a COVID-19 vaccine, and (2) the person has provided proof of vaccination in a form consistent with the requirements for verification of vaccine status in the State of California's July 26, 2021 Public Health Officer Order.**Limited Exemptions to Vaccination RequirementAn individual who has been provided a job offer may request a reasonable accommodation to the vaccination requirement if they:1. Have a contraindication recognized by the U.S. Centers for Disease Control and Prevention (CDC) or by the vaccine's manufacturer to every approved COVID-19 vaccine. A contraindication means a condition that makes vaccination inadvisable;2. Have a disability and are requesting an exception as a reasonable accommodation based upon this disability; or,3. Object to COVID-19 vaccination based on their sincerely held religious belief, practice, or observance. 
  Valley Water's Equal Opportunity Non-Discrimination Policy is available for review upon request.  
   
  Valley Water will make reasonable efforts in the examination process to accommodate persons with disabilities. Please advise Human Resources in advance of any special needs by calling 408-630-2260.  
   
  Please be aware that once submitted all application materials become the property of Valley Water and will not be returned. Human Resources staff are not authorized to make copies of application materials for applicants.  
   
  To apply, please visit https://apptrkr.com/4104752  
   
 Copyright ©2022 Jobelephant.com Inc. All rights reserved. 
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          Accounting Technician  
     
  Valley Water  
   
  Salary:  $82,908.80 - $106,142.40 Annually 
   
  Job Type:  Full-Time 
   
  Job Number:  01603-E 
   
  Location:  CA, CA 
   
  Department:  Financial Planning and Management Services 
   
  Closing:  4/24/2023 11:59 PM Pacific 
   
  Description  
  Overview:  
 Under Accounts Payable Lead Senior Accountant's direction: - process assigned invoices for timely payment by promptly and accurately entering invoices into the Infor Accounts Payable system, resolve invoice, purchase order and receiver document matching discrepancies and reconcile assigned vendor accounts; - coordinate and process the weekly check run on a rotational basis; - handle the issuance and disbursement of checks; respond to Accounts Payable and general accounting related inquiries from vendors and employees; - administer petty cash reimbursements and reconcile petty cash fund; - scan and upload accounts payable documents and; - perform other accounting projects as assigned 
  Key Responsibilities include, but are not limited to:  
   
 
 Perform a variety of technical and specialized accounts payable functions as related to district expenditures. 
 In compliance with financial policies, procedures and accounting standards, match, verify and audit purchase order, receiving and approval documentation to against invoices. 
 Process high-volume invoices using the Infor Accounts Payable system; review for accuracy; determine the appropriate accounting period and account coding. 
 Research and resolve billing discrepancies with end users, procurement staff and vendors, reconcile vendor statements; verify account coding and rate spreadsheets; review data entry reports for accuracy. 
 Download Infor report for auditing against source documents; issue and disburse weekly checks and manual checks; match source documents with check copies; prepare the cash flow management and check control reconciliation reports. 
 Administer petty cash; ensure compliance with policies and procedures. 
 
   
  Ideal Candidate's Background Includes:  
 Applicants whose experience and background best match the ideal experience, knowledge, skills, abilities, and education are considered ideal candidates for the position. To determine the top candidates, each applicant will be assessed based on the ideal candidate criteria as listed below. 
   
  Ideal Experience:  
   
 
 3 years of accounting support, bookkeeping, or accounting clerk with full cycle accounts payable preferably in public sector. 
 Experience in using automated financial systems such as PeopleSoft, SAP, Infor. 
 Experience working with vendors and resolving accounts payable billing inquiries. 
 
   
  Ideal Skills and Abilities:  
   
 
 Proficiency in Microsoft Outlook, Excel, Word, PowerPoint and web-based programs, or equivalent. 
 Ability to provide excellent customer service through all levels of the organization and to external customers. 
 
   
  Ideal Knowledge:  
   
 
 Knowledge of accounting principles, bookkeeping, payroll,, and payables processing. 
 Knowledge of automated financial systems such as PeopleSoft, SAP, Infor or equivalent. 
 
   
  Ideal Training and Education:  
 Equivalent to the completion of the twelfth grade supplemented by two years of college level course work in accounting, business administration or a related field. 
   
  Required License or Certificate  
   
 Possession of, or ability to obtain, an appropriate, valid California driver's license. Individuals who do not meet the driver's license requirement due to a disability will be considered for a reasonable accommodation on a case-by-case basis. 
   
  To review the Classification Specification, please click https://s3.us-west-1.amazonaws.com/valleywater.org.us-west-1/s3fs-public/Accounting%20Technician%20-%205-2019.pdf https://get.adobe.com/reader/General Accounting  Unit (Position Code 0025)COVID-19 vaccination requirement: 
 *To protect our most valuable assets, our employees, as well as the communities we serve, Valley Water requires all newly hired Valley Water personnel to be fully vaccinated (for COVID -19) or to be formally excused from the requirement through the **reasonable accommodation process (for details, see bottom of job posting) 
 Valley Water Telework Program: Eligibility for telework will depend on the type of work performed, operational needs, and the ability for the employee to perform the essential functions of their job duties while teleworking. Employment with Valley Water requires employees to live within 150 miles of their primary physical work location located in San Jose, California by their start date. 
   
 This position is eligible for a hybrid telework schedule, typically working 40% remote and 60% onsite. 
   
  Selection Process  
   
 (1) The selection process may include one or more of the following: application review, application assessment, performance exercise, written exercise and/or interview.(2) The Employment Application, Qualifying Information Questions and/or Supplemental Questions will be evaluated based on the ideal candidate criteria listed above. Resumes are highly recommended.NOTE: Position and start date is subject to availability of funds. Valley Water retains the right to repost this position as deemed necessary. Consideration may be given to existing applicant pools within the same classification. COVID-19 vaccination requirement:* Fully vaccinated means (1) it has been at least two weeks since a person has completed the entire recommended series of a COVID-19 vaccine, and (2) the person has provided proof of vaccination in a form consistent with the requirements for verification of vaccine status in the State of California's July 26, 2021 Public Health Officer Order.**Limited Exemptions to Vaccination RequirementAn individual who has been provided a job offer may request a reasonable accommodation to the vaccination requirement if they:1. Have a contraindication recognized by the U.S. Centers for Disease Control and Prevention (CDC) or by the vaccine's manufacturer to every approved COVID-19 vaccine. A contraindication means a condition that makes vaccination inadvisable;2. Have a disability and are requesting an exception as a reasonable accommodation based upon this disability; or,3. Object to COVID-19 vaccination based on their sincerely held religious belief, practice, or observance. 
  Valley Water's Equal Opportunity Non-Discrimination Policy is available for review upon request.  
   
  Valley Water will make reasonable efforts in the examination process to accommodate persons with disabilities. Please advise Human Resources in advance of any special needs by calling 408-630-2260.  
   
  Please be aware that once submitted all application materials become the property of Valley Water and will not be returned. Human Resources staff are not authorized to make copies of application materials for applicants.  
   
  To apply, please visit https://apptrkr.com/4104752  
   
 Copyright ©2022 Jobelephant.com Inc. All rights reserved. 
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            DESCRIPTION  The Long Beach Utilities Department is seeking applicants for  Manager of Water Treatment , which is an at-will, division-level management position.     THE COMMUNITY     Ideally located on the Pacific Ocean south of Los Angeles, adjacent to Orange County, the City of Long Beach, California (population 470,000) is frequently described as a series of strong, diverse interwoven smaller communities within a large city. Enjoying an ideal Southern California climate, Long Beach is home to an abundance of cultural and recreational options. The Long Beach Convention Center, Aquarium of the Pacific, Queen Mary, and the annual Acura Grand Prix of Long Beach, plus a wide variety of other attractions (two historic ranchos, three marinas, and five golf courses), serve to draw 6.5 million visitors a year. The City is also home to California State University, Long Beach, and Long Beach City College. Cal State Long Beach is the second largest university in the state and was recently ranked the No. 3 best-value public college in the nation. Covering approximately 50 square miles, Long Beach is supported by a wide mix of industries with education, health and social services, manufacturing, retail trade, and professional services comprising the highest representation. Known for its livable and desirable neighborhoods, Long Beach was named by America’s Promise Alliance as one of the 100 Best Communities for Young People two years in a row. While it offers all the amenities of a large metropolis, many say Long Beach offers the added benefit of having maintained a strong sense of community and cohesiveness despite its growth. A superb climate, quality schools, a vibrant downtown, and a wide variety of neighborhoods help make Long Beach one of the most livable communities in the country.       CITY GOVERNMENT     Long Beach, a charter city formed in 1897, is governed by nine City Council Members elected by district and a city-wide elected Mayor. Other elected officials include the City Attorney, City Auditor, and City Prosecutor. The elected officials are elected to staggered four-year terms. The City Council appoints the City Manager and City Clerk. The City Manager is responsible for the efficient administration of all City departments, excluding those under the direction of a separately elected official, Board or Commission. Long Beach is one of only three cities in California with its own Health Department and one of the very few municipalities with its own Utilities Department (Water and Gas) and Energy Resources Departments.   The City is supported by a FY 2024 total budget of approximately $3.3 billion with a General Fund budget of $719 million. More than 6,000 full and part-time employees support municipal operations with the vast majority being represented by twelve employee associations. To learn more about the City of Long Beach, go to www.longbeach.gov .     THE DEPARTMENT     Long Beach Utilities serves nearly 500,000 people in 50 square miles, providing high quality, safe and delicious drinking water and wastewater management for Long Beach, as well as natural gas services for Long Beach and Signal Hill. With the foundation of roughly 500 dedicated employees, the department maintains 1,600 miles of water and sewer mains, 1,900 miles of gas pipeline and a dedicated groundwater treatment plant, and also provides 24/7 emergency response. To learn more visit LBUtilities.org .   EXAMPLES OF DUTIES  Under the direction of the Senior Director of Water Quality & Process, organizes and directs the activities and staff of the 62.5 Million Gallons per Day (MGD) central groundwater treatment plant (GWTP) and multiple remote facilities for drinking water system, reclaimed water system, and sewer collection system; serves as the Chief Operator for GWTP; ensures effective and efficient high-quality work in the managed programs to ensure the efficient operation and maintenance; directs the monitoring and operation of the drinking water, reclaimed, and sewer Pump Stations to ensure compliance with water quality regulations and other safety and environmental requirements; trains, supervises, and evaluates the performance of assigned personnel.    EXAMPLES OF DUTIES :     Plans, organizes, and directs water treatment operations related, including drinking water treatment and distribution, reclaimed water distribution, and sewer collection system facilities.    Assesses treatment processes and distribution operations, inspects facilities for proper operation and upkeep; evaluates operation efficiencies and develops new techniques, policies, and procedures to improve efficiency and effectiveness and to achieve Department goals and objectives.    Trains, supervises, and evaluates the performance of assigned staff; interviews and selects employees and recommends and implements personnel actions including hiring, cross-training, promotions, transfers, reassignments, and disciplinary actions.    Oversees regulatory compliance for assigned programs; develops, implements, interprets, and ensures compliance with complex rules and regulations, policies, and permits such as drinking water and air quality regulations, storm water discharge, industrial waste permits, hazardous material storage and disposal, safety and other regulations.    Ensures compliance with all applicable safety programs to protect employees, the public, and the environment from exposure to acutely hazardous chemicals and other unsafe conditions; maintains an awareness of emergency response policies and procedures; responds to any and all safety concerns; corresponds and interacts with regulatory agencies.    Provides technical expertise, information, and assistance to the Senior Director of Water Quality & Process regarding assigned functions; assists in the formulation and development of policies, procedures, and programs.    Coordinates division activities involving external agencies, private contractors, and other City Departments to facilitate projects and tasks.    Directs, prepares, and maintains a variety of narrative and statistical reports, records and files related to personnel and assigned activities; prepares written correspondence.    Assists in the development and preparation of the annual preliminary budget for treatment plant operations which includes personnel, operation and maintenance (O&M) expenses, and capital outlay; analyzes and reviews budgetary and financial data; controls and authorizes expenditures in accordance with established limitations.    Participates in the forecast of funds needed for water sales and long-term capital improvement goals; ensures the proper inventory and accounting techniques of all materials, chemicals, and equipment.    Maintains after-hours emergency response and management availability status for water system emergency contact purposes; serves as designated on call T5 chief operator responding to water supply and water quality emergencies.    Oversees contract management, including the development of specifications, proposals, and purchase orders.    Monitors field activities routinely to ensure compliance with safety requirements and operational efficiencies.    Coordinates with other divisions and bureaus in planning, prioritizing, and scheduling of long-term capital improvement projects (CIP); collaborates with engineering bureau in implementing CIP by participating in the design, engineering, construction, and field inspection activities.    Communicates with other personnel, vendors, contractors, other City Departments and outside organizations to coordinate activities, facilitate projects and tasks, resolve issues, and conflicts and exchange information.    Operates a computer and assigned software; drives a vehicle to conduct work as assigned.    Attends and conducts a variety of meetings as assigned; identifies employee development and training requirements and develops training programs.    Performs other duties as required, related to the primary job duties of the assigned position.     REQUIREMENTS TO FILE    MINIMUM QUALIFICATIONS:      Edu cation and Experience:        Graduation from high school supplemented by college level course work or specialized training in a related field and five years of water treatment and distribution system related experience.    Six years of supervisory experience is required and can be achieved through direct supervision experience or demonstration of leadership through a combination of work experience and education.    Required licenses and/or certifications:        Possession of a valid California Class C driver license.    Possession of California’s State Water Resource Control Board (SWRCB) Treatment T5 Operator Certificate.    Registration as a Professional Engineer in California or possession of equivalent Treatment T5 Operator Certificate from an out-of-state’s primacy agency may be substituted for the California SWRCB Treatment Grade 5 Certificate.     Possession of Grade D3 Water Distribution Operator Certification.      IDEAL CANDIDATE:      The ideal candidate will demonstrate the following:   Knowledge of:       Principles, practices, materials, equipment and techniques involved in the maintenance and operation of water treatment plant and distribution system, reclaim distribution system, sewer lift stations.    Trends and emerging technologies in drinking, reclaimed, and wastewater field.    Principles and practices of administration, supervision, and training.    Principles and practices of leadership, motivation, team building and conflict resolution.    Principles and processes of water plant, water distribution, and water systems.    Operation and maintenance principles of pumps, motors, values, and other mechanical equipment related to water treatment.    Applicable state and federal laws, standards and requirements related to water treatment plant operation and maintenance.    Project management techniques    Emergency preparedness programs.    Budget preparation and control.    Health and safety regulations and procedures.    Interpersonal skills using tact, patience, and courtesy.    Business letter writing and report preparation.    Implementation of preventative maintenance programs.    Operation of a computer and assigned software.    Principles and practices of effective customer service.    Oral and written communication skills.    Ability to:        Plan, organize, and direct an effective water treatment program.    Assess water treatment and distribution system and sewer lift station emergency situations and ensure resources and equipment are available to meet potential emergencies.    Train, supervise, and evaluate the performance of assigned staff.    Develop and administer Department goals, objectives, and procedures.    Identify and respond to sensitive community and organizational issues, concerns, and needs.    Prepare and administer budgets.    Analyze situations accurately and adopt an effective course of action.    Assesses the reliability of the treatment and distribution system including treatment plant and process.    Represent Long Beach Utilities Department to public agencies, regulatory bodies, special interest groups, other external organizations and members of the public.    Meet schedules and timelines.    Work independently with little direction.    Plan, prioritize, and organize work.    Prepare comprehensive narrative and statistical reports.    Prepare and maintain a variety of records and files related to assigned activities.    Communicate clearly and concisely, both orally and in writing.    Read and understand standard drawings, blueprints, and maps.    Establish and maintain cooperative and effective working relationships with others.    Operate a computer and assigned software.     SELECTION PROCEDURE  The bulletin will close at the date and time listed above. To be considered for the position, applicants must click the Apply link and submit an online application in addition to completing the online supplemental questionnaire. Applicants must also attach a cover letter and detailed resume in pdf format. Applicants who do not meet the minimum requirements, including submission of all required attachments in the correct format, will not be considered. For questions related to this recruitment, please contact Jessica Stoudenmire at Jessica.Stoudenmire@lbwater.org .     The City of Long Beach is an Equal Opportunity Employer. We value and encourage diversity in our workforce. The City of Long Beach is committed to creating a workplace where every employee is valued for who they are. Having our workforce reflect the diversity of our community at various levels of the organization is a continuous goal embraced by our departments, management staff, and policymakers. To support efforts of fairness and diversity, City Leadership is committed to incorporating equity and inclusion into our work by supporting staff and community partners. We are committed to promoting transparency by publishing updated demographic information for employees, including workforce diversity data and pay by race and gender.   The City of Long Beach will consider qualified applicants with a criminal history pursuant to the California Fair Chance Act. You are not required to disclose your criminal history or participate in a background check until you receive a conditional job offer. If the City of Long Beach has concerns about a conviction that is directly related to the job after making a conditional job offer and conducting a background check, you will have the opportunity to explain the circumstances surrounding the conviction, provide evidence to mitigate concerns, or challenge the accuracy of the background report. Find out more about the Fair Chance Act by visiting https://calcivilrights.ca.gov/fair-chance-act .     The City of Long Beach intends to provide reasonable accommodations in accordance with the Americans with Disabilities Act of 1990. If a special accommodation is desired, or if you would like to request this information in an alternative format, please contact Jessica Stoudenmire at Jessica.Stoudenmire@lbwater.org .     For technical support with your governmentjobs.com application, please contact (855) 524-5627.  The City of Long Beach offers its employees opportunities to grow personally and professionally.As a permanent employee, you are eligible to receive fringe benefits that include:   Retirement: California Public Employees' Retirement System (PERS) defined benefit retirement plan, which is coordinated with Social Security. The benefit is 2.5% or 2.7% (depending on hire date) @55 for "Classic" members and 2% @62 for new members as defined by PEPRA, subject to the compensation limitations set by PERS. Both the City and the employee contributes toward CalPERS retirement contributions. The city also participates in Social Security.   Health and Dental Insurance: The City offers the choice of HMO and PPO plans. The city pays major portion of the premium for employee and dependents depending on the health/ dental plan selected.   Life Insurance: City-paid term life insurance policy equal to three (3) times annual salary to a maximum of $500,000.   Disability Insurance: City-paid short-term and long-term disability insurance.   Management Physical: Annual City-paid physical examination.   Vacation: Twelve (12) vacation days after the first year of service; 15 days after four years, six months of service; 20 days after 19 years, six months of service.   Executive Leave: Forty (40) hours Executive Leave per year. The City Manager has discretion to grant an additional 40 hours each year.   Sick Leave : One day earned per month; unlimited accumulation; conversion upon retirement to cash credit toward health and/or dental insurance premiums, or to pension credits.   Holidays: Eleven (11) designated holidays per year, plus four personal holidays to be used at the employee's discretion.   Transportation Allowance: Monthly allowance is allocated by classifications below;   Department Head $650.00   Deputy Director/Manager/Director (Harbor/Utilities) $550.00   Division Officer/Superintendent/ Chief of Staff / Administrator / Principal DCA $450.00   Assistant to Executive / Executive Assistant / Executive Secretary/ Executive Support Staff $300.00   Deferred Compensation Plan: Optional for employee contribution to a supplementary retirement savings program available through Mission Square Retirement formerly ICMA-RC Retirement Corporation).   Classic CalPERS Members: The City will contribute a maximum of up to two percent (2%) of base salary* for all qualified Classic CalPERS members.   Public Employees’ Pension Reform Act (PEPRA) CalPERS Members: Effective the second full pay period following City Council adoption, the City contribution will increase from two percent (2%) to three percent (3%) of base salary* for all qualified PEPRA CalPERS members.   Flexible Spending Account (FSA): Optional election for employees to reduce taxable income for payment of allowable childcare or medical expenses.   Flexible/Hybrid Work Schedule: Available (subject to City Manager approval).   Paid Parental Leave:  The City provides one hundred and sixty (160) hours of Paid Parental Leave at 100% of salary, for the birth, adoption or foster placement of a child, regardless of the gender, marital status or sexual orientation of the parent.  Closing Date/Time: 4/28/2024 11:59 PM Pacific
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        DESCRIPTION  The Long Beach Utilities Department is seeking applicants for  Manager of Water Treatment , which is an at-will, division-level management position.     THE COMMUNITY     Ideally located on the Pacific Ocean south of Los Angeles, adjacent to Orange County, the City of Long Beach, California (population 470,000) is frequently described as a series of strong, diverse interwoven smaller communities within a large city. Enjoying an ideal Southern California climate, Long Beach is home to an abundance of cultural and recreational options. The Long Beach Convention Center, Aquarium of the Pacific, Queen Mary, and the annual Acura Grand Prix of Long Beach, plus a wide variety of other attractions (two historic ranchos, three marinas, and five golf courses), serve to draw 6.5 million visitors a year. The City is also home to California State University, Long Beach, and Long Beach City College. Cal State Long Beach is the second largest university in the state and was recently ranked the No. 3 best-value public college in the nation. Covering approximately 50 square miles, Long Beach is supported by a wide mix of industries with education, health and social services, manufacturing, retail trade, and professional services comprising the highest representation. Known for its livable and desirable neighborhoods, Long Beach was named by America’s Promise Alliance as one of the 100 Best Communities for Young People two years in a row. While it offers all the amenities of a large metropolis, many say Long Beach offers the added benefit of having maintained a strong sense of community and cohesiveness despite its growth. A superb climate, quality schools, a vibrant downtown, and a wide variety of neighborhoods help make Long Beach one of the most livable communities in the country.       CITY GOVERNMENT     Long Beach, a charter city formed in 1897, is governed by nine City Council Members elected by district and a city-wide elected Mayor. Other elected officials include the City Attorney, City Auditor, and City Prosecutor. The elected officials are elected to staggered four-year terms. The City Council appoints the City Manager and City Clerk. The City Manager is responsible for the efficient administration of all City departments, excluding those under the direction of a separately elected official, Board or Commission. Long Beach is one of only three cities in California with its own Health Department and one of the very few municipalities with its own Utilities Department (Water and Gas) and Energy Resources Departments.   The City is supported by a FY 2024 total budget of approximately $3.3 billion with a General Fund budget of $719 million. More than 6,000 full and part-time employees support municipal operations with the vast majority being represented by twelve employee associations. To learn more about the City of Long Beach, go to www.longbeach.gov .     THE DEPARTMENT     Long Beach Utilities serves nearly 500,000 people in 50 square miles, providing high quality, safe and delicious drinking water and wastewater management for Long Beach, as well as natural gas services for Long Beach and Signal Hill. With the foundation of roughly 500 dedicated employees, the department maintains 1,600 miles of water and sewer mains, 1,900 miles of gas pipeline and a dedicated groundwater treatment plant, and also provides 24/7 emergency response. To learn more visit LBUtilities.org .   EXAMPLES OF DUTIES  Under the direction of the Senior Director of Water Quality & Process, organizes and directs the activities and staff of the 62.5 Million Gallons per Day (MGD) central groundwater treatment plant (GWTP) and multiple remote facilities for drinking water system, reclaimed water system, and sewer collection system; serves as the Chief Operator for GWTP; ensures effective and efficient high-quality work in the managed programs to ensure the efficient operation and maintenance; directs the monitoring and operation of the drinking water, reclaimed, and sewer Pump Stations to ensure compliance with water quality regulations and other safety and environmental requirements; trains, supervises, and evaluates the performance of assigned personnel.    EXAMPLES OF DUTIES :     Plans, organizes, and directs water treatment operations related, including drinking water treatment and distribution, reclaimed water distribution, and sewer collection system facilities.    Assesses treatment processes and distribution operations, inspects facilities for proper operation and upkeep; evaluates operation efficiencies and develops new techniques, policies, and procedures to improve efficiency and effectiveness and to achieve Department goals and objectives.    Trains, supervises, and evaluates the performance of assigned staff; interviews and selects employees and recommends and implements personnel actions including hiring, cross-training, promotions, transfers, reassignments, and disciplinary actions.    Oversees regulatory compliance for assigned programs; develops, implements, interprets, and ensures compliance with complex rules and regulations, policies, and permits such as drinking water and air quality regulations, storm water discharge, industrial waste permits, hazardous material storage and disposal, safety and other regulations.    Ensures compliance with all applicable safety programs to protect employees, the public, and the environment from exposure to acutely hazardous chemicals and other unsafe conditions; maintains an awareness of emergency response policies and procedures; responds to any and all safety concerns; corresponds and interacts with regulatory agencies.    Provides technical expertise, information, and assistance to the Senior Director of Water Quality & Process regarding assigned functions; assists in the formulation and development of policies, procedures, and programs.    Coordinates division activities involving external agencies, private contractors, and other City Departments to facilitate projects and tasks.    Directs, prepares, and maintains a variety of narrative and statistical reports, records and files related to personnel and assigned activities; prepares written correspondence.    Assists in the development and preparation of the annual preliminary budget for treatment plant operations which includes personnel, operation and maintenance (O&M) expenses, and capital outlay; analyzes and reviews budgetary and financial data; controls and authorizes expenditures in accordance with established limitations.    Participates in the forecast of funds needed for water sales and long-term capital improvement goals; ensures the proper inventory and accounting techniques of all materials, chemicals, and equipment.    Maintains after-hours emergency response and management availability status for water system emergency contact purposes; serves as designated on call T5 chief operator responding to water supply and water quality emergencies.    Oversees contract management, including the development of specifications, proposals, and purchase orders.    Monitors field activities routinely to ensure compliance with safety requirements and operational efficiencies.    Coordinates with other divisions and bureaus in planning, prioritizing, and scheduling of long-term capital improvement projects (CIP); collaborates with engineering bureau in implementing CIP by participating in the design, engineering, construction, and field inspection activities.    Communicates with other personnel, vendors, contractors, other City Departments and outside organizations to coordinate activities, facilitate projects and tasks, resolve issues, and conflicts and exchange information.    Operates a computer and assigned software; drives a vehicle to conduct work as assigned.    Attends and conducts a variety of meetings as assigned; identifies employee development and training requirements and develops training programs.    Performs other duties as required, related to the primary job duties of the assigned position.     REQUIREMENTS TO FILE    MINIMUM QUALIFICATIONS:      Edu cation and Experience:        Graduation from high school supplemented by college level course work or specialized training in a related field and five years of water treatment and distribution system related experience.    Six years of supervisory experience is required and can be achieved through direct supervision experience or demonstration of leadership through a combination of work experience and education.    Required licenses and/or certifications:        Possession of a valid California Class C driver license.    Possession of California’s State Water Resource Control Board (SWRCB) Treatment T5 Operator Certificate.    Registration as a Professional Engineer in California or possession of equivalent Treatment T5 Operator Certificate from an out-of-state’s primacy agency may be substituted for the California SWRCB Treatment Grade 5 Certificate.     Possession of Grade D3 Water Distribution Operator Certification.      IDEAL CANDIDATE:      The ideal candidate will demonstrate the following:   Knowledge of:       Principles, practices, materials, equipment and techniques involved in the maintenance and operation of water treatment plant and distribution system, reclaim distribution system, sewer lift stations.    Trends and emerging technologies in drinking, reclaimed, and wastewater field.    Principles and practices of administration, supervision, and training.    Principles and practices of leadership, motivation, team building and conflict resolution.    Principles and processes of water plant, water distribution, and water systems.    Operation and maintenance principles of pumps, motors, values, and other mechanical equipment related to water treatment.    Applicable state and federal laws, standards and requirements related to water treatment plant operation and maintenance.    Project management techniques    Emergency preparedness programs.    Budget preparation and control.    Health and safety regulations and procedures.    Interpersonal skills using tact, patience, and courtesy.    Business letter writing and report preparation.    Implementation of preventative maintenance programs.    Operation of a computer and assigned software.    Principles and practices of effective customer service.    Oral and written communication skills.    Ability to:        Plan, organize, and direct an effective water treatment program.    Assess water treatment and distribution system and sewer lift station emergency situations and ensure resources and equipment are available to meet potential emergencies.    Train, supervise, and evaluate the performance of assigned staff.    Develop and administer Department goals, objectives, and procedures.    Identify and respond to sensitive community and organizational issues, concerns, and needs.    Prepare and administer budgets.    Analyze situations accurately and adopt an effective course of action.    Assesses the reliability of the treatment and distribution system including treatment plant and process.    Represent Long Beach Utilities Department to public agencies, regulatory bodies, special interest groups, other external organizations and members of the public.    Meet schedules and timelines.    Work independently with little direction.    Plan, prioritize, and organize work.    Prepare comprehensive narrative and statistical reports.    Prepare and maintain a variety of records and files related to assigned activities.    Communicate clearly and concisely, both orally and in writing.    Read and understand standard drawings, blueprints, and maps.    Establish and maintain cooperative and effective working relationships with others.    Operate a computer and assigned software.     SELECTION PROCEDURE  The bulletin will close at the date and time listed above. To be considered for the position, applicants must click the Apply link and submit an online application in addition to completing the online supplemental questionnaire. Applicants must also attach a cover letter and detailed resume in pdf format. Applicants who do not meet the minimum requirements, including submission of all required attachments in the correct format, will not be considered. For questions related to this recruitment, please contact Jessica Stoudenmire at Jessica.Stoudenmire@lbwater.org .     The City of Long Beach is an Equal Opportunity Employer. We value and encourage diversity in our workforce. The City of Long Beach is committed to creating a workplace where every employee is valued for who they are. Having our workforce reflect the diversity of our community at various levels of the organization is a continuous goal embraced by our departments, management staff, and policymakers. To support efforts of fairness and diversity, City Leadership is committed to incorporating equity and inclusion into our work by supporting staff and community partners. We are committed to promoting transparency by publishing updated demographic information for employees, including workforce diversity data and pay by race and gender.   The City of Long Beach will consider qualified applicants with a criminal history pursuant to the California Fair Chance Act. You are not required to disclose your criminal history or participate in a background check until you receive a conditional job offer. If the City of Long Beach has concerns about a conviction that is directly related to the job after making a conditional job offer and conducting a background check, you will have the opportunity to explain the circumstances surrounding the conviction, provide evidence to mitigate concerns, or challenge the accuracy of the background report. Find out more about the Fair Chance Act by visiting https://calcivilrights.ca.gov/fair-chance-act .     The City of Long Beach intends to provide reasonable accommodations in accordance with the Americans with Disabilities Act of 1990. If a special accommodation is desired, or if you would like to request this information in an alternative format, please contact Jessica Stoudenmire at Jessica.Stoudenmire@lbwater.org .     For technical support with your governmentjobs.com application, please contact (855) 524-5627.  The City of Long Beach offers its employees opportunities to grow personally and professionally.As a permanent employee, you are eligible to receive fringe benefits that include:   Retirement: California Public Employees' Retirement System (PERS) defined benefit retirement plan, which is coordinated with Social Security. The benefit is 2.5% or 2.7% (depending on hire date) @55 for "Classic" members and 2% @62 for new members as defined by PEPRA, subject to the compensation limitations set by PERS. Both the City and the employee contributes toward CalPERS retirement contributions. The city also participates in Social Security.   Health and Dental Insurance: The City offers the choice of HMO and PPO plans. The city pays major portion of the premium for employee and dependents depending on the health/ dental plan selected.   Life Insurance: City-paid term life insurance policy equal to three (3) times annual salary to a maximum of $500,000.   Disability Insurance: City-paid short-term and long-term disability insurance.   Management Physical: Annual City-paid physical examination.   Vacation: Twelve (12) vacation days after the first year of service; 15 days after four years, six months of service; 20 days after 19 years, six months of service.   Executive Leave: Forty (40) hours Executive Leave per year. The City Manager has discretion to grant an additional 40 hours each year.   Sick Leave : One day earned per month; unlimited accumulation; conversion upon retirement to cash credit toward health and/or dental insurance premiums, or to pension credits.   Holidays: Eleven (11) designated holidays per year, plus four personal holidays to be used at the employee's discretion.   Transportation Allowance: Monthly allowance is allocated by classifications below;   Department Head $650.00   Deputy Director/Manager/Director (Harbor/Utilities) $550.00   Division Officer/Superintendent/ Chief of Staff / Administrator / Principal DCA $450.00   Assistant to Executive / Executive Assistant / Executive Secretary/ Executive Support Staff $300.00   Deferred Compensation Plan: Optional for employee contribution to a supplementary retirement savings program available through Mission Square Retirement formerly ICMA-RC Retirement Corporation).   Classic CalPERS Members: The City will contribute a maximum of up to two percent (2%) of base salary* for all qualified Classic CalPERS members.   Public Employees’ Pension Reform Act (PEPRA) CalPERS Members: Effective the second full pay period following City Council adoption, the City contribution will increase from two percent (2%) to three percent (3%) of base salary* for all qualified PEPRA CalPERS members.   Flexible Spending Account (FSA): Optional election for employees to reduce taxable income for payment of allowable childcare or medical expenses.   Flexible/Hybrid Work Schedule: Available (subject to City Manager approval).   Paid Parental Leave:  The City provides one hundred and sixty (160) hours of Paid Parental Leave at 100% of salary, for the birth, adoption or foster placement of a child, regardless of the gender, marital status or sexual orientation of the parent.  Closing Date/Time: 4/28/2024 11:59 PM Pacific
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            ABOUT THE POSITION  The Clark County Information Technology Department is seeking qualified candidates to apply for the Business Systems Analyst I/II position. This position provides routine project and analytical support for data integration and case management systems utilized by various County criminal justice departments. This position also functions as a departmental liaison between County information technology staff, vendor support personnel and system users providing basic research, routine to complex analysis and assists in business systems design and enhancements.   THIS RECRUITMENT IS LIMITED TO THE FIRST 250 APPLICATIONS RECEIVED AND WILL CLOSE WITHOUT NOTICE ONCE THAT NUMBER IS REACHED.    Business Systems Analyst I: $29.44 to $45.66 Hourly   Business Systems Analyst    II: $31.79 to $49.33 Hourly    The Business Systems Analyst I is a training underfill position, upon successful completion of the training program the successful candidate will be non-competitively promoted to Business Systems Analyst II.   This examination will establish an Open Competitive Eligibility list to fill current and/or future vacancies that may occur within the next six (6) months at either level or may be extended as needed by Human Resources.    Human Resources reserves the right to call only the most qualified applicants to the selection process.   NOTE: A resume is required in addition to the completed employment application.  Applications submitted without a copy of the candidate’s resume are incomplete and will not be considered.   MINIMUM REQUIREMENTS   Education and Experience:  Business Systems Analyst I - Equivalent to a Bachelor's Degree in Computer Science, Information Systems, Business, or Public Administration, or a related field.   Some business systems analysis experience is desirable. Directly related experience in a field related to the work may be substituted for the education on a year-for-year basis to a maximum of two (2) years.  Business Systems Analyst II - In addition to the above: Two (2) years of professional level experience in business systems analysis in a large multi-processing environment.   Qualifying education and experience must be clearly documented in the “Education” and “Work Experience” sections of the application. Do not substitute a resume for your application or write "see attached resume" on your application.    Licensing and Certification:  Specified positions may require possession of a valid Nevada Class C driver's license.   Working Conditions:  Work extended shifts or be called back in emergency situations.   Background Investigation:  Employment is contingent upon successful completion of a background investigation. Periodically after employment background investigations may be conducted.   Pre-Employment Drug Testing:  Employment is contingent upon the results of a pre-employment drug examination.  EXAMPLES OF DUTIES  Performs a variety of professional level customer support activities which may vary with the specialty area to which assigned, but which all relate to the support of the relevant business systems. Identifies and documents departmental business requirements for business application and information technology projects; documents business and functional requirements and functional specifications; documents and translates work processes into business and functional requirements; identifies and documents business operating policies and procedures. Administers system security; evaluates system issues and coordinates with other systems support personnel to resolve issues; maintains system tables; documents and analyzes departmental and relevant County and other governmental agencies' system requirements; develops, maintains, and distributes user documentation and trains staff in system use. Prepares a variety of reports, flowcharts, diagrams, detailed documentation and other written materials; compiles a variety of statistical information for use by County, other governmental staff, or the public. Confers and interacts with all levels of customers, clerk to senior management, elected officials, contracted staff, and vendors, in the documentation of issues or developing functional specifications, forms, and templates which include screen and report layouts. Performs system acceptance testing; writes and executes test scripts and analyzes results to ensure system integrity; performs quality assurance of business system user documentation; conducts complex analyses that relate to the department's business systems, working in concert with centralized information technology staff and vendor support personnel. Coordinates and participates in a variety of financial, performance, and other related analytical studies. Maintains current knowledge of technology and new computer customer applications.   EXAMPLES OF OTHER JOB DUTIES:   Contributes to the efficiency and effectiveness of the unit's service to its customers by offering suggestions and directing or participating as an active member of a work team. Uses standard office equipment in the course of the work; may drive a personal or County motor vehicle or be able to provide for appropriate transportation to visit various work sites and attend meetings, depending upon departments and/or projects assigned.  PHYSICAL DEMANDS  Mobility to work in a typical office setting, use standard office equipment, and to drive a motor vehicle in order to visit work sites and attend meetings; vision to read printed materials and a computer screen; and hearing and speech to communicate in person or over the telephone. Accommodation may be made for some of these physical demands for otherwise qualified individuals who require and request such accommodation.  Come Make a Difference and Join the Clark County Family where we offer a comprehensive benefits package that includes:   Flexible Schedules including 4/10 options   More Money in Your Pocket    100% Employer Paid Defined Benefit Retirement   No Social Security Deduction   No State Income Taxes      Two Employer Sponsored Health Plans Offered - Choice of PPO or EPO (hybrid of HMO)     Medical - Employer pays 90% of premium    Pharmacy Benefits (30, 90-day retail or mail order fills)   24/7 Telephone Advice Nurse - no employee cost   Teledoc, Doctoroo, and Dispatch Health       Retiree insurance - eligible after 5 years of service Dental Vision Life Insurance - Employer Paid AD&D - Employer Paid Long Term Disability - Employer Paid Generous Leave Accruals that include:    13Paid Holidays includinga Floating Birthday Holiday   Paid Vacation Leave   Paid Sick Leave   Holiday Leave    Other leave options    Catastrophic Leave   Parental Leave - Up to 90 days    Wide Variety of Voluntary Benefits that include    Guardian - Accident, Cancer, Critical Illness, Hospital Indemnity, and Short-Term Disability Insurance.   Trustmark - Permanent Life Insurance benefits and long-term care.   Sunlife Financial - Basic and Voluntary Life Insurance, AD&D, and long-term disability insurance   TASC - Flexible Spending Account - FSA & Dependent Day Care Debit Card Available   Morgan Stanley - Deferred Compensation Plan    Employee Assistance Program Onsite Fitness Center - $12/month*Benefits vary and are subject to change depending on assignment, hiring organization and bargaining unit.  Closing Date/Time: 4/16/2024 5:01 PM Pacific
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        ABOUT THE POSITION  The Clark County Information Technology Department is seeking qualified candidates to apply for the Business Systems Analyst I/II position. This position provides routine project and analytical support for data integration and case management systems utilized by various County criminal justice departments. This position also functions as a departmental liaison between County information technology staff, vendor support personnel and system users providing basic research, routine to complex analysis and assists in business systems design and enhancements.   THIS RECRUITMENT IS LIMITED TO THE FIRST 250 APPLICATIONS RECEIVED AND WILL CLOSE WITHOUT NOTICE ONCE THAT NUMBER IS REACHED.    Business Systems Analyst I: $29.44 to $45.66 Hourly   Business Systems Analyst    II: $31.79 to $49.33 Hourly    The Business Systems Analyst I is a training underfill position, upon successful completion of the training program the successful candidate will be non-competitively promoted to Business Systems Analyst II.   This examination will establish an Open Competitive Eligibility list to fill current and/or future vacancies that may occur within the next six (6) months at either level or may be extended as needed by Human Resources.    Human Resources reserves the right to call only the most qualified applicants to the selection process.   NOTE: A resume is required in addition to the completed employment application.  Applications submitted without a copy of the candidate’s resume are incomplete and will not be considered.   MINIMUM REQUIREMENTS   Education and Experience:  Business Systems Analyst I - Equivalent to a Bachelor's Degree in Computer Science, Information Systems, Business, or Public Administration, or a related field.   Some business systems analysis experience is desirable. Directly related experience in a field related to the work may be substituted for the education on a year-for-year basis to a maximum of two (2) years.  Business Systems Analyst II - In addition to the above: Two (2) years of professional level experience in business systems analysis in a large multi-processing environment.   Qualifying education and experience must be clearly documented in the “Education” and “Work Experience” sections of the application. Do not substitute a resume for your application or write "see attached resume" on your application.    Licensing and Certification:  Specified positions may require possession of a valid Nevada Class C driver's license.   Working Conditions:  Work extended shifts or be called back in emergency situations.   Background Investigation:  Employment is contingent upon successful completion of a background investigation. Periodically after employment background investigations may be conducted.   Pre-Employment Drug Testing:  Employment is contingent upon the results of a pre-employment drug examination.  EXAMPLES OF DUTIES  Performs a variety of professional level customer support activities which may vary with the specialty area to which assigned, but which all relate to the support of the relevant business systems. Identifies and documents departmental business requirements for business application and information technology projects; documents business and functional requirements and functional specifications; documents and translates work processes into business and functional requirements; identifies and documents business operating policies and procedures. Administers system security; evaluates system issues and coordinates with other systems support personnel to resolve issues; maintains system tables; documents and analyzes departmental and relevant County and other governmental agencies' system requirements; develops, maintains, and distributes user documentation and trains staff in system use. Prepares a variety of reports, flowcharts, diagrams, detailed documentation and other written materials; compiles a variety of statistical information for use by County, other governmental staff, or the public. Confers and interacts with all levels of customers, clerk to senior management, elected officials, contracted staff, and vendors, in the documentation of issues or developing functional specifications, forms, and templates which include screen and report layouts. Performs system acceptance testing; writes and executes test scripts and analyzes results to ensure system integrity; performs quality assurance of business system user documentation; conducts complex analyses that relate to the department's business systems, working in concert with centralized information technology staff and vendor support personnel. Coordinates and participates in a variety of financial, performance, and other related analytical studies. Maintains current knowledge of technology and new computer customer applications.   EXAMPLES OF OTHER JOB DUTIES:   Contributes to the efficiency and effectiveness of the unit's service to its customers by offering suggestions and directing or participating as an active member of a work team. Uses standard office equipment in the course of the work; may drive a personal or County motor vehicle or be able to provide for appropriate transportation to visit various work sites and attend meetings, depending upon departments and/or projects assigned.  PHYSICAL DEMANDS  Mobility to work in a typical office setting, use standard office equipment, and to drive a motor vehicle in order to visit work sites and attend meetings; vision to read printed materials and a computer screen; and hearing and speech to communicate in person or over the telephone. Accommodation may be made for some of these physical demands for otherwise qualified individuals who require and request such accommodation.  Come Make a Difference and Join the Clark County Family where we offer a comprehensive benefits package that includes:   Flexible Schedules including 4/10 options   More Money in Your Pocket    100% Employer Paid Defined Benefit Retirement   No Social Security Deduction   No State Income Taxes      Two Employer Sponsored Health Plans Offered - Choice of PPO or EPO (hybrid of HMO)     Medical - Employer pays 90% of premium    Pharmacy Benefits (30, 90-day retail or mail order fills)   24/7 Telephone Advice Nurse - no employee cost   Teledoc, Doctoroo, and Dispatch Health       Retiree insurance - eligible after 5 years of service Dental Vision Life Insurance - Employer Paid AD&D - Employer Paid Long Term Disability - Employer Paid Generous Leave Accruals that include:    13Paid Holidays includinga Floating Birthday Holiday   Paid Vacation Leave   Paid Sick Leave   Holiday Leave    Other leave options    Catastrophic Leave   Parental Leave - Up to 90 days    Wide Variety of Voluntary Benefits that include    Guardian - Accident, Cancer, Critical Illness, Hospital Indemnity, and Short-Term Disability Insurance.   Trustmark - Permanent Life Insurance benefits and long-term care.   Sunlife Financial - Basic and Voluntary Life Insurance, AD&D, and long-term disability insurance   TASC - Flexible Spending Account - FSA & Dependent Day Care Debit Card Available   Morgan Stanley - Deferred Compensation Plan    Employee Assistance Program Onsite Fitness Center - $12/month*Benefits vary and are subject to change depending on assignment, hiring organization and bargaining unit.  Closing Date/Time: 4/16/2024 5:01 PM Pacific
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