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                    Diamond Bar, California, United States
                
                    

        
            SOUTH COAST AQMD AND JOB OVERVIEW  If you are a current or former foster youth looking for employment, apply for this internship opportunity today!   SPECIAL REQUIREMENTS  :   Current enrollment in, completion of, or current or past eligibility for a   California County Department of Children and Family Services' and Probation Department's Independent Living Program; or  Current enrollment in the Department of Public Works' and Probation Department's Youth Opportunity Program; or  Current participation in a nonprofit organization program that provides young adults emancipated from a state or local foster care system with job training and career development.    ABOUT South Coast AQMD  South Coast Air Quality Management District (South Coast AQMD) is one of the largest and most technologically sophisticated environmental regulatory agencies in the Nation. We serve a four-county region that includes large areas of Los Angeles, Orange, Riverside and San Bernardino counties, including the Coachella Valley, which is home to more than 17 million people. South Coast AQMD's headquarters is located in Diamond Bar, 30 miles east of downtown Los Angeles, at the junction of the 57 and 60 freeways. With a highly diverse "Clean Air Team" of over 750 employees, an annual budget of $162.6 million, and a state-of-the-art air quality laboratory, our mission is to ensure clean air and a healthy environment. South Coast AQMD is an organization you can be proud to work for -- we make a difference in the quality of life in Southern California!   NOTE :   These positions have very specific qualifications that must be met to be eligible to apply. See Special Requirements section before completing an application. If you meet the requirements, this is an excellent opportunity that could lead to a great career!    ABOUT CAREER DEVELOPMENT INTERNS (CDI) : This is a multi-position, training-level class. Incumbents participate in entry-level work in a training capacity in one of the following job classifications: Fleet Services Worker I, General Maintenance Helper, Mail Subscription Services Clerk, Office Assistant, Print Shop Duplicator, or Stock Clerk. CDIs participate in a structured on-the-job training assignment in preparation for successful progression into one of the above jobs. Such jobs are not guaranteed, as they are only filled through competitive processes. CDI assignments are limited, and are not to exceed three years. Incumbents are expected to gain valuable competitive experience, knowledge, skills and abilities as they engage in the following essential job functions:  EXAMPLE OF DUTIES   Fleet Services Worker:  Under close supervision, may remove and replace oil filters, air filters, hoses, fan belts, light bulbs, windshield wipers, or other vehicle accessories, as needed; dispense fuel to fleet and rideshare vehicles and controls the parking of vehicles in South Coast AQMD parking lots; load and unload vehicles operated; sort and route mail and do clerical work as required; clean automotive compound area; keep records and make reports; ensure vehicles are checked and serviced.    General Maintenance Helper:  Under close supervision, may assist others in the repair of machinery and equipment and may perform less difficult tasks independently; assist in the installation and maintenance of electrical equipment such as generators, motors, transformers, switches, controls and circuits; set up machinery and tools and prepares work sites; move materials, equipment and machinery; assist in the construction and repair of structures and fixtures, painting, and installation of hardware.    Mail/Subscription Services Clerk:  Under close supervision, may collect and deliver United States, private carrier, and intra-South Coast AQMD mail, correspondence, packages, and other materials according to established procedures and routes; sort, weigh, and determine means of mail delivery for outgoing mail and packages; pack or unpack materials; operate, maintain, and monitor postage meter machines, electronic scales, and other equipment; operate labeling and printing equipment when preparing mailing labels; assemble and insert materials for mailing; may operate a computer or word processor while making additions, deletions, and other modifications to mailing lists; research mailing list databases and compile new lists for targeted mailings.    Office Assistant : Under close supervision, may type letters, reports, charts, tables, case records, vouchers, or similar documents; proofread finished copy to correct grammar, punctuation, and spelling; process a variety of documents according to established policies and procedures; refer difficult or technical inquiries to other staff; file documents; prepare, arrange, index, cross file and maintain computerized and manual records, logs, rosters and registers; compile data for general information purposes and individual requests for special reports and projects by extracting and/or tabulating information from a variety of sources and predetermined forms or procedures; answer telephone and route incoming calls; direct individuals to appropriate offices and staff; receive, open, and time stamp mail; sort and log correspondence; deliver and pick up various materials, stuff envelopes, and assemble packages for mailing; provide a variety of basic, administrative support duties for management and supervisory personnel, as directed.    Print Shop Duplicator : Under close supervision, may set up and operate computer-controlled duplicating equipment in the production of forms, notices, reports, maps, specifications and other materials, utilizing various sizes and weights of paper, large solids, continuous tone, half-tone and line work; provide advice regarding format, layout, and machine capabilities and alternative methods of duplication; clean, lubricate, adjust and make minor repairs to equipment; perform related work, such as collating, binding, cutting, trimming, padding and punching; operate other types of duplicating equipment.    Stock Clerk : Under close supervision, may stock inventory supply items on shelves or in bins; receive, stock or store supplies, furniture, and equipment; assemble and complete requisition orders; deliver and distribute supplies, equipment, and furniture to various divisions and offices; receive supplies, equipment, and furniture delivered from vendors; move items to the stockroom and warehouse; assist in the inventory and tagging of fixed assets; assist in the disposition of surplus equipment; prepare and maintain records pertaining to the receipt, storage, and distribution of supplies, furniture, and equipment; inventory and reorder stockroom supplies as directed.    All Classes:  May perform other related duties as required or assigned.  MINIMUM AND DESIRABLE QUALIFICATIONS   SPECIAL REQUIREMENTS   :   Current enrollment in, completion of, or current or past eligibility for a California County Department of Children and Family Services' and Probation Department's Independent Living Program; or current enrollment in the Department of Public Works' and Probation Department's Youth Opportunity Program; or current participation in a nonprofit organization program that provides young adults emancipated from a state or local foster care system with job training and career development.    NOTE  : To be considered for this position, you must attach to your application, documentation to validate that you are or were in a Foster Care Program though a County, State, or private agency (under contract) and check the appropriate boxes in the supplemental questionnaire.    Preparation : Education, knowledge, skills, training OR experience that would demonstrate the capacity to learn and perform the essential duties of an Office Assistant.   Driver's License:  Some positions in this classification, depending upon assignment, require possession of a valid California Class C Driver's License to perform job-related essential functions. Candidates offered these positions would be required to show proof of a driver's license before appointment. Some applicants for this position will be required to present a copy of his/her driving record from the California State Department of Motor Vehicles before being appointed. License must not be suspended, restricted, or revoked. An applicant whose driving record shows significant moving violations, and/or at fault accidents, may not be appointed to position that would require operation of a motor vehicle while on duty.   Americans with Disabilities Act of 1990 : All positions are open to qualified men and women. Pursuant to the Americans with Disabilities Act of 1990, persons with disabilities who believe they need reasonable accommodation, or help in order to apply for a position, may contact the Human Resources Manager over Recruitment and Selection for assistance.  OTHER IMPORTANT INFORMATION  Applications will first be screened for candidates who meet the  SPECIAL REQUIREMENTS  (above) and for applicants who meet minimum qualifications AND demonstrate the most competitive or directly transferable experience. Such candidates may be invited to a written multiple-choice examination; performance-based skills testing to evaluate ability to read and follow instructions; and/or other tests deemed appropriate. Based on their performance in the above tests, the most competitively qualified candidates will be advanced to a Qualifications Appraisal Panel interview, from which a list of eligible candidates will be created. The final step in the selection process will be a placement interview of eligible candidates.  South Coast AQMD reserves the right to modify the selection process, as needed, based upon the qualifications and numbers of applications.  Job applications must be completely filled out; a resume cannot be substituted for the required application.  Your application will be reviewed very carefully, and only those who appear to have the best qualifications will be invited to continue in the selection process. Meeting the minimum requirements does not guarantee an invitation to further testing.  Please call Human Resources at least one week in advance if you might need an accommodation at any time during the selection process.  If you have any questions regarding this recruitment, contact the Human Resources Department at (909) 396-2800.   CAREER DEVELOPMENT INTERN     BENEFIT     DESCRIPTION      Monthly Benefit Allotment   $1,401, to purchase medical, dental, and life insurance, with unused portion paid to you as cash    Medical Health Plans   Blue Shield PPO Blue Shield PPO Savings Plus 2250 (High Deductible Plan) Blue Shield HMO Kaiser HMO Kaiser HSA HMO 1500 (High Deductible Plan)    Dental Plans   Delta Dental (without orthodontic benefits) Delta Dental (with orthodontic benefits for children only) DeltaCare (PMI) Dental    Vision Plan   Medical Eye Services (MES) - Optional    Life Insurance   $10,000 Term Life Insurance (Optional additional life insurance, paid by you, at 1X, 2X, or 3X your salary)    Employee Assistance Program (EAP)   Administered by MHN; Provides 3 employer-paid counseling sessions per event, as well as a variety of work and home life support services    Employee-PaidAccidental Death & Dismemberment   Optional    Section 125   Optional Plans (Medical Reimbursement; Dependent Care)    Work Schedule   Four 10-hour days, Tuesday through Friday    Holidays   12 paid holidays per year    Sick Leave   100 hours per year    Other Leaves   Bereavement; Catastrophic; Jury Duty; Military; Witness    Deferred Compensation (457 Plan)   Optional (Employee may contribute up to the IRS maximum)   12/07/2021   Closing Date/Time: 6/30/2024 11:59 PM Pacific
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        SOUTH COAST AQMD AND JOB OVERVIEW  If you are a current or former foster youth looking for employment, apply for this internship opportunity today!   SPECIAL REQUIREMENTS  :   Current enrollment in, completion of, or current or past eligibility for a   California County Department of Children and Family Services' and Probation Department's Independent Living Program; or  Current enrollment in the Department of Public Works' and Probation Department's Youth Opportunity Program; or  Current participation in a nonprofit organization program that provides young adults emancipated from a state or local foster care system with job training and career development.    ABOUT South Coast AQMD  South Coast Air Quality Management District (South Coast AQMD) is one of the largest and most technologically sophisticated environmental regulatory agencies in the Nation. We serve a four-county region that includes large areas of Los Angeles, Orange, Riverside and San Bernardino counties, including the Coachella Valley, which is home to more than 17 million people. South Coast AQMD's headquarters is located in Diamond Bar, 30 miles east of downtown Los Angeles, at the junction of the 57 and 60 freeways. With a highly diverse "Clean Air Team" of over 750 employees, an annual budget of $162.6 million, and a state-of-the-art air quality laboratory, our mission is to ensure clean air and a healthy environment. South Coast AQMD is an organization you can be proud to work for -- we make a difference in the quality of life in Southern California!   NOTE :   These positions have very specific qualifications that must be met to be eligible to apply. See Special Requirements section before completing an application. If you meet the requirements, this is an excellent opportunity that could lead to a great career!    ABOUT CAREER DEVELOPMENT INTERNS (CDI) : This is a multi-position, training-level class. Incumbents participate in entry-level work in a training capacity in one of the following job classifications: Fleet Services Worker I, General Maintenance Helper, Mail Subscription Services Clerk, Office Assistant, Print Shop Duplicator, or Stock Clerk. CDIs participate in a structured on-the-job training assignment in preparation for successful progression into one of the above jobs. Such jobs are not guaranteed, as they are only filled through competitive processes. CDI assignments are limited, and are not to exceed three years. Incumbents are expected to gain valuable competitive experience, knowledge, skills and abilities as they engage in the following essential job functions:  EXAMPLE OF DUTIES   Fleet Services Worker:  Under close supervision, may remove and replace oil filters, air filters, hoses, fan belts, light bulbs, windshield wipers, or other vehicle accessories, as needed; dispense fuel to fleet and rideshare vehicles and controls the parking of vehicles in South Coast AQMD parking lots; load and unload vehicles operated; sort and route mail and do clerical work as required; clean automotive compound area; keep records and make reports; ensure vehicles are checked and serviced.    General Maintenance Helper:  Under close supervision, may assist others in the repair of machinery and equipment and may perform less difficult tasks independently; assist in the installation and maintenance of electrical equipment such as generators, motors, transformers, switches, controls and circuits; set up machinery and tools and prepares work sites; move materials, equipment and machinery; assist in the construction and repair of structures and fixtures, painting, and installation of hardware.    Mail/Subscription Services Clerk:  Under close supervision, may collect and deliver United States, private carrier, and intra-South Coast AQMD mail, correspondence, packages, and other materials according to established procedures and routes; sort, weigh, and determine means of mail delivery for outgoing mail and packages; pack or unpack materials; operate, maintain, and monitor postage meter machines, electronic scales, and other equipment; operate labeling and printing equipment when preparing mailing labels; assemble and insert materials for mailing; may operate a computer or word processor while making additions, deletions, and other modifications to mailing lists; research mailing list databases and compile new lists for targeted mailings.    Office Assistant : Under close supervision, may type letters, reports, charts, tables, case records, vouchers, or similar documents; proofread finished copy to correct grammar, punctuation, and spelling; process a variety of documents according to established policies and procedures; refer difficult or technical inquiries to other staff; file documents; prepare, arrange, index, cross file and maintain computerized and manual records, logs, rosters and registers; compile data for general information purposes and individual requests for special reports and projects by extracting and/or tabulating information from a variety of sources and predetermined forms or procedures; answer telephone and route incoming calls; direct individuals to appropriate offices and staff; receive, open, and time stamp mail; sort and log correspondence; deliver and pick up various materials, stuff envelopes, and assemble packages for mailing; provide a variety of basic, administrative support duties for management and supervisory personnel, as directed.    Print Shop Duplicator : Under close supervision, may set up and operate computer-controlled duplicating equipment in the production of forms, notices, reports, maps, specifications and other materials, utilizing various sizes and weights of paper, large solids, continuous tone, half-tone and line work; provide advice regarding format, layout, and machine capabilities and alternative methods of duplication; clean, lubricate, adjust and make minor repairs to equipment; perform related work, such as collating, binding, cutting, trimming, padding and punching; operate other types of duplicating equipment.    Stock Clerk : Under close supervision, may stock inventory supply items on shelves or in bins; receive, stock or store supplies, furniture, and equipment; assemble and complete requisition orders; deliver and distribute supplies, equipment, and furniture to various divisions and offices; receive supplies, equipment, and furniture delivered from vendors; move items to the stockroom and warehouse; assist in the inventory and tagging of fixed assets; assist in the disposition of surplus equipment; prepare and maintain records pertaining to the receipt, storage, and distribution of supplies, furniture, and equipment; inventory and reorder stockroom supplies as directed.    All Classes:  May perform other related duties as required or assigned.  MINIMUM AND DESIRABLE QUALIFICATIONS   SPECIAL REQUIREMENTS   :   Current enrollment in, completion of, or current or past eligibility for a California County Department of Children and Family Services' and Probation Department's Independent Living Program; or current enrollment in the Department of Public Works' and Probation Department's Youth Opportunity Program; or current participation in a nonprofit organization program that provides young adults emancipated from a state or local foster care system with job training and career development.    NOTE  : To be considered for this position, you must attach to your application, documentation to validate that you are or were in a Foster Care Program though a County, State, or private agency (under contract) and check the appropriate boxes in the supplemental questionnaire.    Preparation : Education, knowledge, skills, training OR experience that would demonstrate the capacity to learn and perform the essential duties of an Office Assistant.   Driver's License:  Some positions in this classification, depending upon assignment, require possession of a valid California Class C Driver's License to perform job-related essential functions. Candidates offered these positions would be required to show proof of a driver's license before appointment. Some applicants for this position will be required to present a copy of his/her driving record from the California State Department of Motor Vehicles before being appointed. License must not be suspended, restricted, or revoked. An applicant whose driving record shows significant moving violations, and/or at fault accidents, may not be appointed to position that would require operation of a motor vehicle while on duty.   Americans with Disabilities Act of 1990 : All positions are open to qualified men and women. Pursuant to the Americans with Disabilities Act of 1990, persons with disabilities who believe they need reasonable accommodation, or help in order to apply for a position, may contact the Human Resources Manager over Recruitment and Selection for assistance.  OTHER IMPORTANT INFORMATION  Applications will first be screened for candidates who meet the  SPECIAL REQUIREMENTS  (above) and for applicants who meet minimum qualifications AND demonstrate the most competitive or directly transferable experience. Such candidates may be invited to a written multiple-choice examination; performance-based skills testing to evaluate ability to read and follow instructions; and/or other tests deemed appropriate. Based on their performance in the above tests, the most competitively qualified candidates will be advanced to a Qualifications Appraisal Panel interview, from which a list of eligible candidates will be created. The final step in the selection process will be a placement interview of eligible candidates.  South Coast AQMD reserves the right to modify the selection process, as needed, based upon the qualifications and numbers of applications.  Job applications must be completely filled out; a resume cannot be substituted for the required application.  Your application will be reviewed very carefully, and only those who appear to have the best qualifications will be invited to continue in the selection process. Meeting the minimum requirements does not guarantee an invitation to further testing.  Please call Human Resources at least one week in advance if you might need an accommodation at any time during the selection process.  If you have any questions regarding this recruitment, contact the Human Resources Department at (909) 396-2800.   CAREER DEVELOPMENT INTERN     BENEFIT     DESCRIPTION      Monthly Benefit Allotment   $1,401, to purchase medical, dental, and life insurance, with unused portion paid to you as cash    Medical Health Plans   Blue Shield PPO Blue Shield PPO Savings Plus 2250 (High Deductible Plan) Blue Shield HMO Kaiser HMO Kaiser HSA HMO 1500 (High Deductible Plan)    Dental Plans   Delta Dental (without orthodontic benefits) Delta Dental (with orthodontic benefits for children only) DeltaCare (PMI) Dental    Vision Plan   Medical Eye Services (MES) - Optional    Life Insurance   $10,000 Term Life Insurance (Optional additional life insurance, paid by you, at 1X, 2X, or 3X your salary)    Employee Assistance Program (EAP)   Administered by MHN; Provides 3 employer-paid counseling sessions per event, as well as a variety of work and home life support services    Employee-PaidAccidental Death & Dismemberment   Optional    Section 125   Optional Plans (Medical Reimbursement; Dependent Care)    Work Schedule   Four 10-hour days, Tuesday through Friday    Holidays   12 paid holidays per year    Sick Leave   100 hours per year    Other Leaves   Bereavement; Catastrophic; Jury Duty; Military; Witness    Deferred Compensation (457 Plan)   Optional (Employee may contribute up to the IRS maximum)   12/07/2021   Closing Date/Time: 6/30/2024 11:59 PM Pacific
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                                            LOS ANGELES COUNTY
                                    
            
                            
                    Los Angeles, California, United States
                
                    

        
            Position/Program Information    EXAM NUMBER    E1861I      TYPE OF RECRUITMENT   OPEN COMPETITIVE JOB OPPORTUNITY      FILING DATES   Applications will be accepted starting  Mon   day, April 08, 2024 at 9:00 a.m. (PT)  until the needs of the department are met and is subject to close without prior notice.      REBULLETIN INFORMATION     This announcement is being reposted to reopen the filing period and update the Requirements, Additional Information section and Supplemental Questionnaire.    Get ready to join one of the nation's largest county employers!     Recognized by Forbes as one of  America's Best Large Employers    , the County of Los Angeles offers broad career growth,   outstanding benefits , and competitive salaries. We are the largest employer in Southern California, with opportunities for you to make a difference in the lives of over 10 million residents.    At the Registrar-Recorder/County Clerk, it is our mission to serve Los Angeles County by providing essential records management and election services in a fair, accessible, and transparent manner. We are providing you with an amazing opportunity to join our organization of professionals committed to serving our employees, the public, and community. We seek to achieve accountability, professionalism, integrity, respect, and equity.    We are looking for someone  to fill a Staff Development Specialist position. The ideal candidate is self-motivated, innovative, and passionate about their work and exudes professionalism.     Out-of-Class experience   will be accepted. If Los Angeles County employees attempting to meet the requirements via experience inconsistent with their official payroll title will be considered for this examination. Applicants claiming out-of-class experience to meet the requirements should describe their out-of-class duties in detail in the  Work Experience  and  Supplemental Questionnaire sections  of their application and also must provide, within seven (7) calendar days of filing, written proof of this experience in a  Verification of Experience Letter (VOEL) signed and approved by their Departmental Human Resources Manager or authorized representative.       The Position:   The Staff Development Specialist typically reports to Head, Staff Development Specialist, Training Coordinator, or a departmental administrative manager. This position is responsible for analyzing training needs, developing, coordinating, and implementing staff development programs in the areas of personnel, management, supervision, clerical, customer service, automated systems, and other departmental programs for all staff of a County department. These positions plan training programs which may be presented by the incumbent, departmental subject matter experts, or outside consultants and evaluate the results and effectiveness of these training programs. Incumbents must exercise knowledge of the principles, practices, methods, and techniques in training development, and the functions and services of the department's operations; effective communication techniques to present training materials before large groups; and, the ability to develop and organize training instructional materials, reports, and correspondence.    Essential Job Functions   Essential duties include, but are not limited to:      Conduct research and analysis of training needs and makes recommendations to management concerning the need for new training programs and for revisions in existing training programs to increase their effectiveness.    Plan, develop, and implement employee orientation and training programs based on identified training needs and on input provided by management and supervisory staff.    Schedule and conduct classroom training sessions; prepare training manuals and other training aids for trainers from within or outside the Department. Participate in the delivery of training programs; conduct classroom instruction in orientation, induction, and in-service training. Identify, organize, and sequence subject matter to be taught in training programs to assure maximum effectiveness.    Work with management and supervisory personnel in interpreting subject matter so that they may participate in classroom instruction and provide the necessary follow-up training upon the conclusion of formal training sessions.    Participate in developing evaluation studies and measurement tools to aid in assessing the effectiveness of training programs and in improving their quality.    Coordinate employee participation in courses and seminars offered by the County, governmental agencies, educational institutions, and vendors of equipment, materials, and systems used by the department.    Participate in identifying, evaluating and recommending vendors for staff development programs, coordinating program delivery with vendors, and monitoring program delivery to assure performance is in compliance with contract provisions. Assist in preparing budgets for the various training programs and the preparation of required reports; composes procedural manuals, training reports, and related correspondence.     Requirements    SELECTION REQUIREMENTS:      OPTION I:  A Bachelor's Degree* from an accredited** college or university in training, education, organization development, communications, human resources, or a closely related field  -AND-  one (1) year of staff experience*** in planning, developing, and conducting staff development training programs and creating training materials.     OPTION II:  Six (6) years of staff experience*** in planning, developing, and conducting staff development training programs and creating training materials.     Note: Credit for experience is given based on a 40-hour workweek. Part time experience is credited on a part time ratio, such as 20 hours per week for two months equals one month of experience.      DESIRABLE QUALIFICATION:   Additional credit will be given to qualified applicants who have full-time work experience beyond the Selection Requirementin planning, developing, and conducting staff development training programs and creating training materials .      LICENSE :  A valid California Class C Driver License or the ability to utilize an alternative method of transportation when needed to carry out job-related essential functions.    PHYSICAL CLASS :  Physical Class II - Light. This class includes administrative and clerical positions requiring light physical effort that may include occasional light lifting to a 10-pound limit, and some bending, stooping, or squatting. Considerable ambulation may be involved.        SPECIAL REQUIREMENT INFORMATION   :  *   In order to receive credit for the Bachelor's degree or higher, you MUST include a legible copy of the official transcripts, official letter, or official certificate from the registrar of the accredited institution which shows the area of specialization with your application. If you are unable to attach it to your application, you must email it to RRCCExams @rrcc.lacounty.gov within seven (7) calendar days from application submission. Please be sure to include the name of the exam,  Staff Development Specialist,  and the exam number , E1861I  in the subject line of your email, as well as reference your name in the body of the email. Official transcript and official letter are defined as transcript or letter that bears the college seal and states "official" issued by the school's Registrar Office. A printout of the transcript from a website is  NOT  considered official and will not be accepted which may result in your application being rejected.  **Accreditation: Accredited institutions are those listed in the publications of regional, national or international accrediting agencies which are accepted by the Department of Human Resources. Publications such as  American   Universities and Colleges  and  International Handbook of Universities  are acceptable references. Also acceptable if appropriate, are degrees that have been evaluated and deemed to be equivalent to degrees from United States accredited institutions by an academic credential evaluation agency recognized by  The National Association of   Credential Evaluation Services  or the  Association of International Credential Evaluators, Inc.     ***Staff experience is defined as work performed to assist and support administration in the efficient operation of its function by doing research and making recommendations for the solution of problems such as: utilization of personnel; allocation of funds; workload and workload fluctuations; legislative analysis; or programs and/or procedures for accomplishing work objectives.   Additional Information    ASSESSMENT PROCESS:    Once we have determined that you meet the requirements, we will evaluate your fitness for this opportunity using the following assessment:   An evaluation of experience, weighted at 100%. The evaluation will be based on information provided on the County of Los Angeles Employment Application and Supplemental Questionnaire that pertain to the area of the Selection Requirements. The evaluation also includes the additional credit awarded to qualified applicants with experience beyond the Selection Requirements, in planning, developing, and conducting staff development training programs and creating training materials.    ELIGIBILITY INFORMATION:     The names of candidates receiving a passing score of 70% or higher in the assessment will be placed on the eligible register for a period of twelve (12) months following the date of eligibility. No person may complete in this examination more than once every twelve (12) months.     VACANCY INFORMATION:   The eligible register resulting from this examination will be used to fill vacancies in the County of Los Angeles, Department of Registrar Recorder/County Clerk in Norwalk, CA.    AVAILABLE SHIFT:     Appointees may require to work any shift, including evenings, weekends, and holidays.     PASSING THIS EXAMINATION AND BEING PLACED ON THE ELIGIBLE REGISTER DOES NOT GUARANTEE AN OFFER OF EMPLOYMENT     HOW TO APPLY:  Applications must be filed online only. We must receive your application  before   5:00 p.m., PT, on the last day of filing. Applications submitted by U.S. Mail, Fax, or in person will not be accepted. Apply online by clicking on the green    "Apply"  button at the top right of this posting. You can also track the status of your application using this website https://www.governmentjobs.com/careers/lacounty .  Plan to submit your online application as soon as possible, as you may be required to verify your email address. This only needs to be done once per email address, and if you already have a job seeker account on www.governmentjobs.com/careers/lacounty, you can verify at any time by logging in and following the prompts. This is to enhance the security of your online application and to ensure you do not enter an incorrect email address.  The acceptance of your application depends on whether you have clearly shown that you meet the Selection Requirements as listed on this job posting. Please make sure you put in the time and effort when filling out your application and supplemental questionnaire completely. Provide any relevant job experience in the spaces provided so we can evaluate your qualifications for the job.  For each job held, give the name and address of your employer, your job title, beginning and ending dates, number of hours worked per week, and description of work performed. If your application is incomplete, it will be rejected.      IMPORTANT NOTES:        Please note that all information included in the application materials is subject to  VERIFICATION  at any point during the examination and hiring process, including after an appointment has been made.     FALSIFICATION  of any information may result in  DISQUALIFICATION.     Utilizing  VERBIAGE  from the Class Specification and/or Selection Requirements serving as your description of duties  WILL NOT  be sufficient to meet the requirements. Doing so may result in an  INCOMPLETE APPLICATION  and you may be   DISQUALIFIED.       PLEASE REVIEW YOUR APPLICATION CAREFULLY AND COMPLETELY PRIOR TO CLICKING THE "SUBMIT" BUTTON      SOCIAL SECURITY INFORMAATION:   Please include your Social Security Number for record control purposes.   Federal law requires that all employed persons have a Social Security Number.     NO SHARING OF USER ID AND PASSWORD:    All applicants must file their application online using their own user ID and password. Using a family member or friend's user ID and password may erase a candidate's original application record and is subject to disqualification from this examination.     COMPUTER AND INTERNET ACCESS AT PUBLIC LIBRARIES:    For candidates who may not have regular access to a computer or the internet, applicants can be completed on computers at public libraries throughout Los Angeles County. Applicants can find out more information about the services at https://lacountylibrary.org/reopening .      FAIR CHANCE INITIATIVE:    The County of Los Angeles is a Fair Chance employer. Except for a very limited number of positions, you will not be asked to provide information about a conviction  history   unless you receive a contingent offer of employment   .   The County will make an individual assessment of whether your conviction history has a direct or adverse relationship with the specific duties of the job, and consider potential mitigating factors, including, but not limited to, evidence and extent of rehabilitation, recency of the offense(s), and age at the time of the offense(s).   If asked to provide information about a conviction history, any convictions or court records which are exempted by a valid court order do not have to be disclosed .    ANTI-RACISM, DIVERSITY, AND INCLUSION (ARDI)   The County of Los Angeles recognizes and affirms that all people are created equal and are entitled to all rights afforded by the Constitution of the United States. The Department of Human Resources is committed to promoting Anti-racism, Diversity, and Inclusion efforts to address the inequalities and disparities amongst race. We support the ARDI Strategic Plan and its goals by improving equality, diversity, and inclusion in recruitment, selection, and employment practices.     If you need assistance or have questions, please contact us using the following information:    ADA Coordinator Phone:   (562) 462-2285   Teletype Phone:   800-899-4099   Alternate TTY Phone:   800-897-0077   California Relay Services Phone:   800-735-2922     Department Contact Name  :  Rosetta Thai     Department Contact Phone:   (562) 462-2844   Department Contact Email:  RThai@rrcc.lacounty.gov  For detailed information, please click  here 
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        Position/Program Information    EXAM NUMBER    E1861I      TYPE OF RECRUITMENT   OPEN COMPETITIVE JOB OPPORTUNITY      FILING DATES   Applications will be accepted starting  Mon   day, April 08, 2024 at 9:00 a.m. (PT)  until the needs of the department are met and is subject to close without prior notice.      REBULLETIN INFORMATION     This announcement is being reposted to reopen the filing period and update the Requirements, Additional Information section and Supplemental Questionnaire.    Get ready to join one of the nation's largest county employers!     Recognized by Forbes as one of  America's Best Large Employers    , the County of Los Angeles offers broad career growth,   outstanding benefits , and competitive salaries. We are the largest employer in Southern California, with opportunities for you to make a difference in the lives of over 10 million residents.    At the Registrar-Recorder/County Clerk, it is our mission to serve Los Angeles County by providing essential records management and election services in a fair, accessible, and transparent manner. We are providing you with an amazing opportunity to join our organization of professionals committed to serving our employees, the public, and community. We seek to achieve accountability, professionalism, integrity, respect, and equity.    We are looking for someone  to fill a Staff Development Specialist position. The ideal candidate is self-motivated, innovative, and passionate about their work and exudes professionalism.     Out-of-Class experience   will be accepted. If Los Angeles County employees attempting to meet the requirements via experience inconsistent with their official payroll title will be considered for this examination. Applicants claiming out-of-class experience to meet the requirements should describe their out-of-class duties in detail in the  Work Experience  and  Supplemental Questionnaire sections  of their application and also must provide, within seven (7) calendar days of filing, written proof of this experience in a  Verification of Experience Letter (VOEL) signed and approved by their Departmental Human Resources Manager or authorized representative.       The Position:   The Staff Development Specialist typically reports to Head, Staff Development Specialist, Training Coordinator, or a departmental administrative manager. This position is responsible for analyzing training needs, developing, coordinating, and implementing staff development programs in the areas of personnel, management, supervision, clerical, customer service, automated systems, and other departmental programs for all staff of a County department. These positions plan training programs which may be presented by the incumbent, departmental subject matter experts, or outside consultants and evaluate the results and effectiveness of these training programs. Incumbents must exercise knowledge of the principles, practices, methods, and techniques in training development, and the functions and services of the department's operations; effective communication techniques to present training materials before large groups; and, the ability to develop and organize training instructional materials, reports, and correspondence.    Essential Job Functions   Essential duties include, but are not limited to:      Conduct research and analysis of training needs and makes recommendations to management concerning the need for new training programs and for revisions in existing training programs to increase their effectiveness.    Plan, develop, and implement employee orientation and training programs based on identified training needs and on input provided by management and supervisory staff.    Schedule and conduct classroom training sessions; prepare training manuals and other training aids for trainers from within or outside the Department. Participate in the delivery of training programs; conduct classroom instruction in orientation, induction, and in-service training. Identify, organize, and sequence subject matter to be taught in training programs to assure maximum effectiveness.    Work with management and supervisory personnel in interpreting subject matter so that they may participate in classroom instruction and provide the necessary follow-up training upon the conclusion of formal training sessions.    Participate in developing evaluation studies and measurement tools to aid in assessing the effectiveness of training programs and in improving their quality.    Coordinate employee participation in courses and seminars offered by the County, governmental agencies, educational institutions, and vendors of equipment, materials, and systems used by the department.    Participate in identifying, evaluating and recommending vendors for staff development programs, coordinating program delivery with vendors, and monitoring program delivery to assure performance is in compliance with contract provisions. Assist in preparing budgets for the various training programs and the preparation of required reports; composes procedural manuals, training reports, and related correspondence.     Requirements    SELECTION REQUIREMENTS:      OPTION I:  A Bachelor's Degree* from an accredited** college or university in training, education, organization development, communications, human resources, or a closely related field  -AND-  one (1) year of staff experience*** in planning, developing, and conducting staff development training programs and creating training materials.     OPTION II:  Six (6) years of staff experience*** in planning, developing, and conducting staff development training programs and creating training materials.     Note: Credit for experience is given based on a 40-hour workweek. Part time experience is credited on a part time ratio, such as 20 hours per week for two months equals one month of experience.      DESIRABLE QUALIFICATION:   Additional credit will be given to qualified applicants who have full-time work experience beyond the Selection Requirementin planning, developing, and conducting staff development training programs and creating training materials .      LICENSE :  A valid California Class C Driver License or the ability to utilize an alternative method of transportation when needed to carry out job-related essential functions.    PHYSICAL CLASS :  Physical Class II - Light. This class includes administrative and clerical positions requiring light physical effort that may include occasional light lifting to a 10-pound limit, and some bending, stooping, or squatting. Considerable ambulation may be involved.        SPECIAL REQUIREMENT INFORMATION   :  *   In order to receive credit for the Bachelor's degree or higher, you MUST include a legible copy of the official transcripts, official letter, or official certificate from the registrar of the accredited institution which shows the area of specialization with your application. If you are unable to attach it to your application, you must email it to RRCCExams @rrcc.lacounty.gov within seven (7) calendar days from application submission. Please be sure to include the name of the exam,  Staff Development Specialist,  and the exam number , E1861I  in the subject line of your email, as well as reference your name in the body of the email. Official transcript and official letter are defined as transcript or letter that bears the college seal and states "official" issued by the school's Registrar Office. A printout of the transcript from a website is  NOT  considered official and will not be accepted which may result in your application being rejected.  **Accreditation: Accredited institutions are those listed in the publications of regional, national or international accrediting agencies which are accepted by the Department of Human Resources. Publications such as  American   Universities and Colleges  and  International Handbook of Universities  are acceptable references. Also acceptable if appropriate, are degrees that have been evaluated and deemed to be equivalent to degrees from United States accredited institutions by an academic credential evaluation agency recognized by  The National Association of   Credential Evaluation Services  or the  Association of International Credential Evaluators, Inc.     ***Staff experience is defined as work performed to assist and support administration in the efficient operation of its function by doing research and making recommendations for the solution of problems such as: utilization of personnel; allocation of funds; workload and workload fluctuations; legislative analysis; or programs and/or procedures for accomplishing work objectives.   Additional Information    ASSESSMENT PROCESS:    Once we have determined that you meet the requirements, we will evaluate your fitness for this opportunity using the following assessment:   An evaluation of experience, weighted at 100%. The evaluation will be based on information provided on the County of Los Angeles Employment Application and Supplemental Questionnaire that pertain to the area of the Selection Requirements. The evaluation also includes the additional credit awarded to qualified applicants with experience beyond the Selection Requirements, in planning, developing, and conducting staff development training programs and creating training materials.    ELIGIBILITY INFORMATION:     The names of candidates receiving a passing score of 70% or higher in the assessment will be placed on the eligible register for a period of twelve (12) months following the date of eligibility. No person may complete in this examination more than once every twelve (12) months.     VACANCY INFORMATION:   The eligible register resulting from this examination will be used to fill vacancies in the County of Los Angeles, Department of Registrar Recorder/County Clerk in Norwalk, CA.    AVAILABLE SHIFT:     Appointees may require to work any shift, including evenings, weekends, and holidays.     PASSING THIS EXAMINATION AND BEING PLACED ON THE ELIGIBLE REGISTER DOES NOT GUARANTEE AN OFFER OF EMPLOYMENT     HOW TO APPLY:  Applications must be filed online only. We must receive your application  before   5:00 p.m., PT, on the last day of filing. Applications submitted by U.S. Mail, Fax, or in person will not be accepted. Apply online by clicking on the green    "Apply"  button at the top right of this posting. You can also track the status of your application using this website https://www.governmentjobs.com/careers/lacounty .  Plan to submit your online application as soon as possible, as you may be required to verify your email address. This only needs to be done once per email address, and if you already have a job seeker account on www.governmentjobs.com/careers/lacounty, you can verify at any time by logging in and following the prompts. This is to enhance the security of your online application and to ensure you do not enter an incorrect email address.  The acceptance of your application depends on whether you have clearly shown that you meet the Selection Requirements as listed on this job posting. Please make sure you put in the time and effort when filling out your application and supplemental questionnaire completely. Provide any relevant job experience in the spaces provided so we can evaluate your qualifications for the job.  For each job held, give the name and address of your employer, your job title, beginning and ending dates, number of hours worked per week, and description of work performed. If your application is incomplete, it will be rejected.      IMPORTANT NOTES:        Please note that all information included in the application materials is subject to  VERIFICATION  at any point during the examination and hiring process, including after an appointment has been made.     FALSIFICATION  of any information may result in  DISQUALIFICATION.     Utilizing  VERBIAGE  from the Class Specification and/or Selection Requirements serving as your description of duties  WILL NOT  be sufficient to meet the requirements. Doing so may result in an  INCOMPLETE APPLICATION  and you may be   DISQUALIFIED.       PLEASE REVIEW YOUR APPLICATION CAREFULLY AND COMPLETELY PRIOR TO CLICKING THE "SUBMIT" BUTTON      SOCIAL SECURITY INFORMAATION:   Please include your Social Security Number for record control purposes.   Federal law requires that all employed persons have a Social Security Number.     NO SHARING OF USER ID AND PASSWORD:    All applicants must file their application online using their own user ID and password. Using a family member or friend's user ID and password may erase a candidate's original application record and is subject to disqualification from this examination.     COMPUTER AND INTERNET ACCESS AT PUBLIC LIBRARIES:    For candidates who may not have regular access to a computer or the internet, applicants can be completed on computers at public libraries throughout Los Angeles County. Applicants can find out more information about the services at https://lacountylibrary.org/reopening .      FAIR CHANCE INITIATIVE:    The County of Los Angeles is a Fair Chance employer. Except for a very limited number of positions, you will not be asked to provide information about a conviction  history   unless you receive a contingent offer of employment   .   The County will make an individual assessment of whether your conviction history has a direct or adverse relationship with the specific duties of the job, and consider potential mitigating factors, including, but not limited to, evidence and extent of rehabilitation, recency of the offense(s), and age at the time of the offense(s).   If asked to provide information about a conviction history, any convictions or court records which are exempted by a valid court order do not have to be disclosed .    ANTI-RACISM, DIVERSITY, AND INCLUSION (ARDI)   The County of Los Angeles recognizes and affirms that all people are created equal and are entitled to all rights afforded by the Constitution of the United States. The Department of Human Resources is committed to promoting Anti-racism, Diversity, and Inclusion efforts to address the inequalities and disparities amongst race. We support the ARDI Strategic Plan and its goals by improving equality, diversity, and inclusion in recruitment, selection, and employment practices.     If you need assistance or have questions, please contact us using the following information:    ADA Coordinator Phone:   (562) 462-2285   Teletype Phone:   800-899-4099   Alternate TTY Phone:   800-897-0077   California Relay Services Phone:   800-735-2922     Department Contact Name  :  Rosetta Thai     Department Contact Phone:   (562) 462-2844   Department Contact Email:  RThai@rrcc.lacounty.gov  For detailed information, please click  here 
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              Human Resources Assistant Director (Employee Relations)  
  City of San Antonio, TX  
       
   Please follow this link to view the formal brochure:     https://www.affionpublic.com/position/hr-assistant-director-employee-relations/   
       
   About San Antonio   
  The City of San Antonio is the Nation’s 7th largest city and is home to more than 1.6 million residents. Located in South Central Texas, approximately 140 miles from the Gulf of Mexico, San Antonio offers its residents one of the most attractive and affordable lifestyles in the country. Residents enjoy one of the lowest tax rates in the State as well as a plentiful supply of high-quality housing and low utility rates. The economy of San Antonio is an excellent mix of business services, manufacturing, health care, communications, corporate and regional offices, government, and the convention and tourism industry. San Antonio is also home to one of the largest concentrations of military bases in the United States. One of the nation's fastest growing cities, San Antonio is rich in recreational and cultural opportunities and is home to the San Antonio Spurs.  
       
   City Government   
 San Antonio has a Council-Manager form of government with an eleven-member City Council. Councilmembers are elected by District, while the Mayor is elected at-large. The term of office for the Mayor and all members of the City are two-year terms, for not more than four (4) full terms of office. The City Council appoints the City Manager, who appoints all officials in executive positions with the exception of the City Clerk, City Internal Auditor, Presiding Judge, and Municipal Judges. 
   
 The City of San Antonio has been recognized for its high level of professional management and model practices by the International City/County Management Association (ICMA), and National Civic League, amongst others. For ten consecutive years, the City has maintained a AAA bond rating. The Fiscal Year 2022 adopted operating budget is $3.1 billion with close to 13,000 employees across approximately 40 departments. The City has made a commitment to advancing diversity, equity and inclusion, primarily through the formation of a citywide Office of Equity in 2017. 
       
   The Human Resources Department   
 The Human Resources Department provides the City organization with effective human resource management services that focus on our customers' needs. The Department is comprised of five (5) divisions that include Communications & Customer Service, Benefits & Wellness, Employee Relations & HR Policy & Testing, Training & Employee Engagement, and Recruitment, Classification & Compensation. 
   
 Human Resources (HR) seeks to align the efforts of the City’s most valuable asset, its employees, with organizational strategy to serve the residents of San Antonio. Human Resources partners with departments to provide strategic workforce planning, management strategies, and core human resource services. Workforce planning and management strategies include, but are not limited to: compensation and job content analysis and recommendations; review of Citywide and departmental personnel and HR practices; organizational effectiveness assessments; delivery of training programs; and conflict resolution between management and employees. 
 Human Resources’ core functions include: employee benefits and wellness, recruitment and selection; facilitation of employee grievances; Equal Employment Opportunity (EEO) and Municipal Integrity investigations and resolution of internal complaints; coordination of the Municipal Civil Service Commissions and the Affirmative Action Advisory Committee; facilitation of entry and promotional testing and coordination of the grievance and arbitration process for uniformed employees; development and monitoring of the City’s voluntary Workforce Diversity Plan; and processing of Human Resources related transactions for departments in the SAP Human Resources Information System (HRIS). 
   
  The Position  
 The Assistant Director is responsible for assisting the Director in planning, managing, and overseeing the activities and operations of the Employee Relations Division of the Human Resources Department. They will coordinate assigned activities with other City departments and outside agencies and provide highly responsible and complex administrative support to the Director. They will Exercise direct supervision over assigned staff. 
   
   Essential Job Functions   
 
 Assists in assuming full management responsibility for all Employee Relations services and activities and ensuring coordination with all Human Resources Divisions; and recommends and administers policies and procedures. 
 Assists in managing the development and implementation of department goals, objectives, policies, and priorities for Employee Relations; establishes, within City policy, appropriate service and staffing levels; and allocates resources accordingly. 
 Assists in monitoring and evaluating the efficiency and effectiveness of service delivery methods and procedures; assesses and monitors workload, administrative and support systems, and internal reporting relationships; and identifies opportunities for improvement and assists in directing the implementation of changes. 
 Assists in acting as official departmental representative to other City departments, City Manager’s Office, elected officials and outside agencies; explains, justifies, and defends department programs, policies, and activities; and negotiates and resolves sensitive, significant, and controversial issues. 
 Assists in selecting, motivating, and evaluating Employee Relations staff; assumes responsibility for evaluation, management, and leadership of these employees; and assists in implementing and administering disciplinary and termination procedures. 
 Assists in planning, directing, and coordinating, through subordinate-level staff, the department work plan; meets with management staff to identify and resolve problems; assigns projects and programmatic areas of responsibility; and reviews and evaluates work methods and procedures. 
 Assists in managing and participating in the development and administration of the department budget; estimates funds needed for staffing, equipment, materials, and supplies; and assists in directing the monitoring and approval of expenditures; and directing the preparation and implementation of budgetary adjustments as necessary. 
 Assists in coordinating departmental activities with those of other departments and outside agencies and organizations; provides staff assistance to the City Manager, Assistant City Managers, and City Council; and assists in preparing and presenting staff reports and other necessary communications. 
 Assists in providing staff support to a variety of boards and commissions; attends and participates in professional group meetings; and stays abreast of new trends and innovations in the Human Resources fields. 
 Establishes employee relations programs designed to provide counseling, guidance, and information to employees with job grievances. 
 Develops and coordinates the Extended Sick Leave Program. 
 Coordinates the creation and revision of personnel-related Administrative Directives; provides interpretation of directives to Departments. 
 Provide staff support to the Municipal Civil Service Commission and the Firefighter' & Police Officers' Civil Service Commission. 
 Assists in responding to and resolving sensitive inquiries and complaints from both internal and external sources. 
 Assists in reviewing and signing all higher-level department communication, including ordinances and contracts. 
 Attends City Council meetings and takes necessary action regarding Council agenda items. 
 Assists in working with department heads and other officials on various personnel problems interpreting the Civil Service laws, rules, and general personnel policies. 
 Directs and coordinates various personnel activities as required. 
 Prepares periodic and special workforce analysis reports. 
 Various methods of communication are used to assist the Director with providing or receiving information, actively listening and responding to sensitive matters or policies impacting employees and collaborating with other City departments. 
 Performs related duties and fulfills responsibilities as required. 
 
       
   Education & Experience   
  Qualified candidates will have a Bachelor's Degree from an accredited college with major coursework in coursework in Public or Business Administration or a related field. A Master's Degree in a related field is preferred. They will also have eight (8) years of increasingly responsible professional experience in administrative services and personnel administration, including three (3) years of direct supervisory responsibility. The most highly qualified candidates for consideration will be selected based on a combination of education, career experience, and accomplishments that best fits the needs of the City of San Antonio.  
     
   Ideal Candidate    
  The ideal candidate should have extensive experience in employee relations to include   federal and state labor laws and regulations, investigating complaints, violence in the workplace, Equal Employment Opportunity, harassment and sexual harassment, Family and Medical Leave Act (FMLA), Extended Sick Leave Program (short and long-term disability), and return-to-work issues; experience can be drawn from the public or private sector.  
     
  The ideal candidate will enjoy working in a fast-paced, complex public sector environment with a high-energy human resources team that has a genuine interest in helping employees understand their rights and responsibilities and giving guidance in the consistent application of human resources laws and City policies.  
     
  The ideal candidate should be creative leader with the ability to solve problems, think strategically, identify courses of action and provide recommendations. Advanced oral, written, presentation and listening skills will be essential, as well as strong collaboration and team building skills.  
       
   Salary   
  The City of San Antonio is offering a competitive salary commensurate with experience. The salary range for this position is $113,858.68 – $182,173.94. The City also offers generous benefits and retirement including annual and personal leave, deferred compensation plan, and participation in the Texas Municipal Retirement System (TMRS).  
     
  How to Apply  
 Interested applicants should forward a cover letter and resume to: 
   
  resumes@affionpublic.com  
  Reference: SAHRAD  
   
 Affion Public 
 PO Box 794 
 Hershey, PA 17033 
 888.321.4922 
 www.affionpublic.com 
   
  **The deadline to receive resumes is May 31, 2023**  
     
  The City of San Antonio is an Equal Employment Opportunity Employer.    
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          Human Resources Assistant Director (Employee Relations)  
  City of San Antonio, TX  
       
   Please follow this link to view the formal brochure:     https://www.affionpublic.com/position/hr-assistant-director-employee-relations/   
       
   About San Antonio   
  The City of San Antonio is the Nation’s 7th largest city and is home to more than 1.6 million residents. Located in South Central Texas, approximately 140 miles from the Gulf of Mexico, San Antonio offers its residents one of the most attractive and affordable lifestyles in the country. Residents enjoy one of the lowest tax rates in the State as well as a plentiful supply of high-quality housing and low utility rates. The economy of San Antonio is an excellent mix of business services, manufacturing, health care, communications, corporate and regional offices, government, and the convention and tourism industry. San Antonio is also home to one of the largest concentrations of military bases in the United States. One of the nation's fastest growing cities, San Antonio is rich in recreational and cultural opportunities and is home to the San Antonio Spurs.  
       
   City Government   
 San Antonio has a Council-Manager form of government with an eleven-member City Council. Councilmembers are elected by District, while the Mayor is elected at-large. The term of office for the Mayor and all members of the City are two-year terms, for not more than four (4) full terms of office. The City Council appoints the City Manager, who appoints all officials in executive positions with the exception of the City Clerk, City Internal Auditor, Presiding Judge, and Municipal Judges. 
   
 The City of San Antonio has been recognized for its high level of professional management and model practices by the International City/County Management Association (ICMA), and National Civic League, amongst others. For ten consecutive years, the City has maintained a AAA bond rating. The Fiscal Year 2022 adopted operating budget is $3.1 billion with close to 13,000 employees across approximately 40 departments. The City has made a commitment to advancing diversity, equity and inclusion, primarily through the formation of a citywide Office of Equity in 2017. 
       
   The Human Resources Department   
 The Human Resources Department provides the City organization with effective human resource management services that focus on our customers' needs. The Department is comprised of five (5) divisions that include Communications & Customer Service, Benefits & Wellness, Employee Relations & HR Policy & Testing, Training & Employee Engagement, and Recruitment, Classification & Compensation. 
   
 Human Resources (HR) seeks to align the efforts of the City’s most valuable asset, its employees, with organizational strategy to serve the residents of San Antonio. Human Resources partners with departments to provide strategic workforce planning, management strategies, and core human resource services. Workforce planning and management strategies include, but are not limited to: compensation and job content analysis and recommendations; review of Citywide and departmental personnel and HR practices; organizational effectiveness assessments; delivery of training programs; and conflict resolution between management and employees. 
 Human Resources’ core functions include: employee benefits and wellness, recruitment and selection; facilitation of employee grievances; Equal Employment Opportunity (EEO) and Municipal Integrity investigations and resolution of internal complaints; coordination of the Municipal Civil Service Commissions and the Affirmative Action Advisory Committee; facilitation of entry and promotional testing and coordination of the grievance and arbitration process for uniformed employees; development and monitoring of the City’s voluntary Workforce Diversity Plan; and processing of Human Resources related transactions for departments in the SAP Human Resources Information System (HRIS). 
   
  The Position  
 The Assistant Director is responsible for assisting the Director in planning, managing, and overseeing the activities and operations of the Employee Relations Division of the Human Resources Department. They will coordinate assigned activities with other City departments and outside agencies and provide highly responsible and complex administrative support to the Director. They will Exercise direct supervision over assigned staff. 
   
   Essential Job Functions   
 
 Assists in assuming full management responsibility for all Employee Relations services and activities and ensuring coordination with all Human Resources Divisions; and recommends and administers policies and procedures. 
 Assists in managing the development and implementation of department goals, objectives, policies, and priorities for Employee Relations; establishes, within City policy, appropriate service and staffing levels; and allocates resources accordingly. 
 Assists in monitoring and evaluating the efficiency and effectiveness of service delivery methods and procedures; assesses and monitors workload, administrative and support systems, and internal reporting relationships; and identifies opportunities for improvement and assists in directing the implementation of changes. 
 Assists in acting as official departmental representative to other City departments, City Manager’s Office, elected officials and outside agencies; explains, justifies, and defends department programs, policies, and activities; and negotiates and resolves sensitive, significant, and controversial issues. 
 Assists in selecting, motivating, and evaluating Employee Relations staff; assumes responsibility for evaluation, management, and leadership of these employees; and assists in implementing and administering disciplinary and termination procedures. 
 Assists in planning, directing, and coordinating, through subordinate-level staff, the department work plan; meets with management staff to identify and resolve problems; assigns projects and programmatic areas of responsibility; and reviews and evaluates work methods and procedures. 
 Assists in managing and participating in the development and administration of the department budget; estimates funds needed for staffing, equipment, materials, and supplies; and assists in directing the monitoring and approval of expenditures; and directing the preparation and implementation of budgetary adjustments as necessary. 
 Assists in coordinating departmental activities with those of other departments and outside agencies and organizations; provides staff assistance to the City Manager, Assistant City Managers, and City Council; and assists in preparing and presenting staff reports and other necessary communications. 
 Assists in providing staff support to a variety of boards and commissions; attends and participates in professional group meetings; and stays abreast of new trends and innovations in the Human Resources fields. 
 Establishes employee relations programs designed to provide counseling, guidance, and information to employees with job grievances. 
 Develops and coordinates the Extended Sick Leave Program. 
 Coordinates the creation and revision of personnel-related Administrative Directives; provides interpretation of directives to Departments. 
 Provide staff support to the Municipal Civil Service Commission and the Firefighter' & Police Officers' Civil Service Commission. 
 Assists in responding to and resolving sensitive inquiries and complaints from both internal and external sources. 
 Assists in reviewing and signing all higher-level department communication, including ordinances and contracts. 
 Attends City Council meetings and takes necessary action regarding Council agenda items. 
 Assists in working with department heads and other officials on various personnel problems interpreting the Civil Service laws, rules, and general personnel policies. 
 Directs and coordinates various personnel activities as required. 
 Prepares periodic and special workforce analysis reports. 
 Various methods of communication are used to assist the Director with providing or receiving information, actively listening and responding to sensitive matters or policies impacting employees and collaborating with other City departments. 
 Performs related duties and fulfills responsibilities as required. 
 
       
   Education & Experience   
  Qualified candidates will have a Bachelor's Degree from an accredited college with major coursework in coursework in Public or Business Administration or a related field. A Master's Degree in a related field is preferred. They will also have eight (8) years of increasingly responsible professional experience in administrative services and personnel administration, including three (3) years of direct supervisory responsibility. The most highly qualified candidates for consideration will be selected based on a combination of education, career experience, and accomplishments that best fits the needs of the City of San Antonio.  
     
   Ideal Candidate    
  The ideal candidate should have extensive experience in employee relations to include   federal and state labor laws and regulations, investigating complaints, violence in the workplace, Equal Employment Opportunity, harassment and sexual harassment, Family and Medical Leave Act (FMLA), Extended Sick Leave Program (short and long-term disability), and return-to-work issues; experience can be drawn from the public or private sector.  
     
  The ideal candidate will enjoy working in a fast-paced, complex public sector environment with a high-energy human resources team that has a genuine interest in helping employees understand their rights and responsibilities and giving guidance in the consistent application of human resources laws and City policies.  
     
  The ideal candidate should be creative leader with the ability to solve problems, think strategically, identify courses of action and provide recommendations. Advanced oral, written, presentation and listening skills will be essential, as well as strong collaboration and team building skills.  
       
   Salary   
  The City of San Antonio is offering a competitive salary commensurate with experience. The salary range for this position is $113,858.68 – $182,173.94. The City also offers generous benefits and retirement including annual and personal leave, deferred compensation plan, and participation in the Texas Municipal Retirement System (TMRS).  
     
  How to Apply  
 Interested applicants should forward a cover letter and resume to: 
   
  resumes@affionpublic.com  
  Reference: SAHRAD  
   
 Affion Public 
 PO Box 794 
 Hershey, PA 17033 
 888.321.4922 
 www.affionpublic.com 
   
  **The deadline to receive resumes is May 31, 2023**  
     
  The City of San Antonio is an Equal Employment Opportunity Employer.    
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            Description:   The Office of the City Clerk is currently accepting applications from highly qualified candidates for the position of Administrative Associate III    .      Apply today and join our dynamic team of driven individuals dedicated to upholding public service, fostering transparency, and advocating for good governance in a collaborative and positive work environment!    The Department   The City Clerk is appointed by the City Council and is the liaison between the public and the City Council. We are a service department for the City Council, City departments and the public. They rely on us for information about the operations and legislative history of the City. The City Clerk is also the Elections Official of the City and assists with potential candidates and ballot measures. Our office serves to help the community take part in their government. F or more information about the Office of the City Clerk , click HERE.    The Opportunity   This is an exciting opportunity to work closely with a team of trailblazing pioneers to support City Council, City Staff, and Boards and Commissions. This role will be pivotal in providing comprehensive administrative support and ensuring the smooth operation of the City Clerk's office.   The  ideal candidate   is an experienced professional committed to public service, relentless positivity, and innovation who can provide high-level administrative support in a complex and busy department supporting appointed officials and commissions. Success in this role requires sound judgment, critical thinking, discretion, exceptional organizational skills and impeccable attention to detail.    Other ideal preferred candidate traits:    Strong written and oral communication skills.    Team player with a positive attitude and strong work ethic.    Adaptable and resourceful.    Ability to work effectively under pressure and organize workflow to deliver high-quality products within established deadlines.    A self-starter who can effectively manage projects of diverse sizes and complexities, ensuring successful execution from start to finish.    Knowledge of budget programs such as SAP - a plus!      Benefits:   Fantastic benefits package! To learn more, click HERE .     Compensation  (SEIU):  Comprehensive compensation plan. To learn more, click HERE .     Schedule : Flexible/Hybrid (some in-person days required and subject to change). Enjoy a 9/80 work schedule (with e very other Friday off).   This position is represented by Service Employee International Union (SEIU).   Essential Duties:   Essential and other important responsibilities and duties may include, but are not limited to, the following:      Ongoing office management tasks requiring prioritization and assignment of work for other clerical or secretarial staff, provide technical guidance to same, coordinate information from and act as the liaison for the department.    Contact with the public, City or governmental officials, and others requiring tact, diplomacy, and the use of discretion in responding to inquiries.    Establish and maintain confidential files concerned with personnel and/or policy matters; records actions taken on sensitive issues and is responsible for releasing information to authorized parties.    Arrange schedule of appointments for supervisor and staff, exercising discretion in committing supervisor's time and in referring caller or visitor to another appropriate source of information or service.    Locating sources of information, devising forms needed to secure data; determine proper format for finished reports; may edit draft staff reports for grammatical and punctuation errors.    Establish, maintain, revise, and update department or division filing systems.    Compile a variety of narrative and statistical reports and documents from notes, typed copy, rough drafts, database queries, oral instructions, memos, transcripts of minutes and reports. Edit drafts for composition and grammatical structure.    Prepare agenda for policy-making bodies, Boards or Commissions, and provide supportive secretarial services to Commission or Council members as needed.    Compiles minutes for policy-making bodies, Council, Boards, or Commissions using notes, video, and audio tapes requiring a discernment of context.    For the full job description, click HERE .   Minimum Qualifications:   Sufficient education, training, and/or work experience to demonstrate possession of the following knowledge and skills, which would typically be acquired through:       Equivalent to graduation from high school and 4 years of progressively responsible administrative experience.    Special Requirements:     Specified assignments may require possession of a valid California Driver’s License.     Supplemental Information:  The Selection Process:     Applicants will receive recruitment status notifications via email (governmentjobs.com account also has notification status updates).    Applicants will be screened throughout the posting process and highly qualified candidates may be invited to interview at any time.    The screening process for this position typically may include a virtual recorded interview and/or panel interviews preceding final interviews with the hiring manager or their designee.       Eligible List Information:  An open eligibility list will be created, which may be utilized for six months after its establishment to fill additional vacancies for the position of Administrative Associate III that may occur within the Department.   Technical Support:    Our online application system is provided by NeoGov. If you have problems while applying online, please contact NeoGov's Live Applicant Support at (855) 524-5627 between 6:00 AM and 5:00 PM Pacific Time, Monday - Friday.   The City of Palo Alto is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodation to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.   The City of Palo Alto offers its employees a generous benefit package, featuring family medical coverage, retirement, life insurance, plus 12 paid holidays per year.      Participation in a Governmental 457 Deferred Compensation Plan   Fully paid employee and dependent Dental Plan   Fully paid employee and dependent Vision Plan   Fully paid Life and AD&D insurance equal to annual salary   Flat Rate City paid medical contribution which may allow employees to select a fully paid health plan   Fully paid Life Insurance equal to one-times annual salary   Voluntary Supplemental Life Insurance   Long Term Disability plan   12 annual paid holidays   Two to five weeks vacation annually depending on years of service per MOA   96 hours annual sick leave   Direct Deposit   Flexible Spending Account for Healthcare and Childcare expenses    Public Employees' Retirement System (PERS)    2% at60 formula for Classic Employees   One-year final compensation for 2% at 60 employees   2% at 62 formula for New CalPers Members   Three-year final compensation for 2% at 62 employees only   Retiree Medical benefits for employee and dependents after 10 years of service    Please note: The City does not participate in CA State Disability Insurance (SDI) or Social Security.Since they City does not participate in SDI, City employees are not eligible to claim against the State's Pregnancy Disability Leave or Paid Family Leave programs.  Closing Date/Time: 4/9/2024 11:59 PM Pacific
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        Description:   The Office of the City Clerk is currently accepting applications from highly qualified candidates for the position of Administrative Associate III    .      Apply today and join our dynamic team of driven individuals dedicated to upholding public service, fostering transparency, and advocating for good governance in a collaborative and positive work environment!    The Department   The City Clerk is appointed by the City Council and is the liaison between the public and the City Council. We are a service department for the City Council, City departments and the public. They rely on us for information about the operations and legislative history of the City. The City Clerk is also the Elections Official of the City and assists with potential candidates and ballot measures. Our office serves to help the community take part in their government. F or more information about the Office of the City Clerk , click HERE.    The Opportunity   This is an exciting opportunity to work closely with a team of trailblazing pioneers to support City Council, City Staff, and Boards and Commissions. This role will be pivotal in providing comprehensive administrative support and ensuring the smooth operation of the City Clerk's office.   The  ideal candidate   is an experienced professional committed to public service, relentless positivity, and innovation who can provide high-level administrative support in a complex and busy department supporting appointed officials and commissions. Success in this role requires sound judgment, critical thinking, discretion, exceptional organizational skills and impeccable attention to detail.    Other ideal preferred candidate traits:    Strong written and oral communication skills.    Team player with a positive attitude and strong work ethic.    Adaptable and resourceful.    Ability to work effectively under pressure and organize workflow to deliver high-quality products within established deadlines.    A self-starter who can effectively manage projects of diverse sizes and complexities, ensuring successful execution from start to finish.    Knowledge of budget programs such as SAP - a plus!      Benefits:   Fantastic benefits package! To learn more, click HERE .     Compensation  (SEIU):  Comprehensive compensation plan. To learn more, click HERE .     Schedule : Flexible/Hybrid (some in-person days required and subject to change). Enjoy a 9/80 work schedule (with e very other Friday off).   This position is represented by Service Employee International Union (SEIU).   Essential Duties:   Essential and other important responsibilities and duties may include, but are not limited to, the following:      Ongoing office management tasks requiring prioritization and assignment of work for other clerical or secretarial staff, provide technical guidance to same, coordinate information from and act as the liaison for the department.    Contact with the public, City or governmental officials, and others requiring tact, diplomacy, and the use of discretion in responding to inquiries.    Establish and maintain confidential files concerned with personnel and/or policy matters; records actions taken on sensitive issues and is responsible for releasing information to authorized parties.    Arrange schedule of appointments for supervisor and staff, exercising discretion in committing supervisor's time and in referring caller or visitor to another appropriate source of information or service.    Locating sources of information, devising forms needed to secure data; determine proper format for finished reports; may edit draft staff reports for grammatical and punctuation errors.    Establish, maintain, revise, and update department or division filing systems.    Compile a variety of narrative and statistical reports and documents from notes, typed copy, rough drafts, database queries, oral instructions, memos, transcripts of minutes and reports. Edit drafts for composition and grammatical structure.    Prepare agenda for policy-making bodies, Boards or Commissions, and provide supportive secretarial services to Commission or Council members as needed.    Compiles minutes for policy-making bodies, Council, Boards, or Commissions using notes, video, and audio tapes requiring a discernment of context.    For the full job description, click HERE .   Minimum Qualifications:   Sufficient education, training, and/or work experience to demonstrate possession of the following knowledge and skills, which would typically be acquired through:       Equivalent to graduation from high school and 4 years of progressively responsible administrative experience.    Special Requirements:     Specified assignments may require possession of a valid California Driver’s License.     Supplemental Information:  The Selection Process:     Applicants will receive recruitment status notifications via email (governmentjobs.com account also has notification status updates).    Applicants will be screened throughout the posting process and highly qualified candidates may be invited to interview at any time.    The screening process for this position typically may include a virtual recorded interview and/or panel interviews preceding final interviews with the hiring manager or their designee.       Eligible List Information:  An open eligibility list will be created, which may be utilized for six months after its establishment to fill additional vacancies for the position of Administrative Associate III that may occur within the Department.   Technical Support:    Our online application system is provided by NeoGov. If you have problems while applying online, please contact NeoGov's Live Applicant Support at (855) 524-5627 between 6:00 AM and 5:00 PM Pacific Time, Monday - Friday.   The City of Palo Alto is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodation to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.   The City of Palo Alto offers its employees a generous benefit package, featuring family medical coverage, retirement, life insurance, plus 12 paid holidays per year.      Participation in a Governmental 457 Deferred Compensation Plan   Fully paid employee and dependent Dental Plan   Fully paid employee and dependent Vision Plan   Fully paid Life and AD&D insurance equal to annual salary   Flat Rate City paid medical contribution which may allow employees to select a fully paid health plan   Fully paid Life Insurance equal to one-times annual salary   Voluntary Supplemental Life Insurance   Long Term Disability plan   12 annual paid holidays   Two to five weeks vacation annually depending on years of service per MOA   96 hours annual sick leave   Direct Deposit   Flexible Spending Account for Healthcare and Childcare expenses    Public Employees' Retirement System (PERS)    2% at60 formula for Classic Employees   One-year final compensation for 2% at 60 employees   2% at 62 formula for New CalPers Members   Three-year final compensation for 2% at 62 employees only   Retiree Medical benefits for employee and dependents after 10 years of service    Please note: The City does not participate in CA State Disability Insurance (SDI) or Social Security.Since they City does not participate in SDI, City employees are not eligible to claim against the State's Pregnancy Disability Leave or Paid Family Leave programs.  Closing Date/Time: 4/9/2024 11:59 PM Pacific
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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.    The City of Santa Ana is currently accepting applications for the Administrative/ Senior Administrative Internship program. The internship requires up to 19 hours of work per week. The program seeks dedicated students who, through their academic achievement and employment history, have demonstrated high potential for an administrative career in local government. It offers undergraduate students the opportunity to understand and gain experience working for a government agency. Graduates of the Administrative Internship Program have gone on to successful careers as professionals in a variety of public service agencies.    There are currently vacancies in the City Clerk's Office, Planning and Building Department, and Public Works Department.     Applicants from this recruitment may also be used for future vacancies in any department within the City.      PLEASE ATTACH OR INCLUDE THE FOLLOWING DOCUMENTS TO YOUR ONLINE APPLICATION. IF YOU DO NOT ATTACH, YOUR APPLICATION WILL BE CONSIDERED INCOMPLETE:     References  - List names, addresses, and phone numbers of   three  references, one of which must be a current or former professor (you may list these in the "References" section of the application or attach a list)   Proof of current school enrollment  in an accredited curriculum. Please attach a copy of your   unofficial transcripts   which lists your name, your school's name, your major, and the classes in which you are  CURRENTLY/ACTIVELY  enrolled. ( i.e. Spring     2024 semester/quarter   )     Essential Functions Include But Are Not Limited To   CITYWIDE TYPICAL DUTIES INCLUDE:     Conduct surveys, research, data input, and data analysis utilizing Excel, Word and PowerPoint.    Prepare informational material for public presentations.    May prepare financial data reports and other related reports as requested.    Special projects as assigned.    IF ASSIGNED TO THE PLANNING AND BUILDING AGENCY, DUTIES MAY ALSO INCLUDE:    Assists members of management and technical staff by performing basic administrative assignments  Prepares a wide variety of written materials, including correspondence, reports, surveys, visual aides, procedure guides, and instructions  Answers requests for information  Review and revise Planning and Building webpages, electronic forms, and informational material  Assist with record management, general office duties, and a variety of research projects  May review minor planning applications, projects, and post site inspection notices  Provide support for agency policies and program development  Special projects as assigned   IF ASSIGNED TO THE CITY MANAGER'S OFFICE, DUTIES MAY ALSO INCLUDE:   Develops, manages, and implements social media posts and content across various platforms  Responds with courtesy and professionalism to inquiries and requests for information from members of the public throughout various social media platforms  Assists with preparing creative materials such as monthly newsletters, media advisories and press releases, reports, social media postings and other marketing materials  Monitors social media platforms for trending topics, ideas, feedback, and content  Implements outreach strategies and promotional campaigns to spread awareness about city programs and resources through various platforms   IF ASSIGNED TO COMMUNITY DEVELOPMENT AGENCY, DUTIES MAY ALSO INCLUDE:     Greet walk in customers with general questions about the housing assistance program   Answer incoming calls in a professional and courteous manner  Prepare Housing Authority packets   Request Duplication services   IF ASSIGNED TO CITY CLERK'S OFFICE, DUTIES MAY ALSO INCLUDE:    Greet and assist walk-in customers  Answer incoming calls and requests for information  Perform pre- and post-City Council meeting duties (set-up, clean-up, record filing, etc.)  Utilize various software systems (Laserfiche, OneMeeting)   IF ASSIGNED TO PARKS, RECREATION, AND COMMUNITY SERVICES AGENCY, DUTIES MAY ALSO INCLUDE:    Assist with data input from participants who enroll in City’s programming   Handles updates to Computer software - Civic Rec   Helps answer phones and emails to provide information to the public  Helps handle recruitment with the Aquatics team - tracking sheets for the participants for the hiring process        CHARACTERISTICS OF SUCCESSFUL PERFORMERS        Candidates shall have a strong interest in local government; be at ease in dealing with the public and handling complaints from residents with tact and diplomacy; be detail-oriented, organized, have good time-management skills within a vibrant work environment and seek answers should none be obvious. Candidates must be flexible, have good verbal and written communication skills, computer skills and work well with others and with minimal supervision.   Minimum Qualifications     Current enrollment in a college or university generally at an undergraduate level with a current GPA of 2.5 or higher.  Strong computer skills and knowledge of software programs, such as Microsoft Word, Excel, and PowerPoint.  Ability to work up to 19 hours per week which may include weekends, hours may vary.  Some positions may require possession and retention of a valid California Class C driver's license.     Prior to appointment, interns assigned to the Police Department will be required to complete and pass a thorough police background investigation.      Bilingual fluency in English and Spanish or Vietnamese is highly desirable.   Selection Process   Applicants are required to complete and submit a City application form and answer the supplemental questions online. 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 .     PLEASE ATTACH OR INCLUDE THE FOLLOWING DOCUMENTS TO YOUR ONLINE APPLICATION. IF YOU DO NOT ATTACH, YOUR APPLICATION WILL BE CONSIDERED INCOMPLETE:       References  - List names, addresses and phone numbers of three references (you may list these in the "References" section of the application or attach a list)     Unofficial Transcripts  showing you are currently enrolled in a college or university (Freshman or Sophomore level). Your transcripts MUST list your name, your school's name, the classes in which you are enrolled for the  Spring 2024 semester/quarter  , and your current GPA).     The Human Resources Department will review all applications and materials submitted. Those candidates who possess the most pertinent qualifications may be invited for an oral interview by the hiring department. If you have any questions related to the application, please contact the Recruitment Team at (714) 647-5001, or by email at    Careers@santa-ana.org     Candidates given a job offer will be required to pass a medical exam and a 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.    The City of Santa Ana is currently accepting applications for the Administrative/ Senior Administrative Internship program. The internship requires up to 19 hours of work per week. The program seeks dedicated students who, through their academic achievement and employment history, have demonstrated high potential for an administrative career in local government. It offers undergraduate students the opportunity to understand and gain experience working for a government agency. Graduates of the Administrative Internship Program have gone on to successful careers as professionals in a variety of public service agencies.    There are currently vacancies in the City Clerk's Office, Planning and Building Department, and Public Works Department.     Applicants from this recruitment may also be used for future vacancies in any department within the City.      PLEASE ATTACH OR INCLUDE THE FOLLOWING DOCUMENTS TO YOUR ONLINE APPLICATION. IF YOU DO NOT ATTACH, YOUR APPLICATION WILL BE CONSIDERED INCOMPLETE:     References  - List names, addresses, and phone numbers of   three  references, one of which must be a current or former professor (you may list these in the "References" section of the application or attach a list)   Proof of current school enrollment  in an accredited curriculum. Please attach a copy of your   unofficial transcripts   which lists your name, your school's name, your major, and the classes in which you are  CURRENTLY/ACTIVELY  enrolled. ( i.e. Spring     2024 semester/quarter   )     Essential Functions Include But Are Not Limited To   CITYWIDE TYPICAL DUTIES INCLUDE:     Conduct surveys, research, data input, and data analysis utilizing Excel, Word and PowerPoint.    Prepare informational material for public presentations.    May prepare financial data reports and other related reports as requested.    Special projects as assigned.    IF ASSIGNED TO THE PLANNING AND BUILDING AGENCY, DUTIES MAY ALSO INCLUDE:    Assists members of management and technical staff by performing basic administrative assignments  Prepares a wide variety of written materials, including correspondence, reports, surveys, visual aides, procedure guides, and instructions  Answers requests for information  Review and revise Planning and Building webpages, electronic forms, and informational material  Assist with record management, general office duties, and a variety of research projects  May review minor planning applications, projects, and post site inspection notices  Provide support for agency policies and program development  Special projects as assigned   IF ASSIGNED TO THE CITY MANAGER'S OFFICE, DUTIES MAY ALSO INCLUDE:   Develops, manages, and implements social media posts and content across various platforms  Responds with courtesy and professionalism to inquiries and requests for information from members of the public throughout various social media platforms  Assists with preparing creative materials such as monthly newsletters, media advisories and press releases, reports, social media postings and other marketing materials  Monitors social media platforms for trending topics, ideas, feedback, and content  Implements outreach strategies and promotional campaigns to spread awareness about city programs and resources through various platforms   IF ASSIGNED TO COMMUNITY DEVELOPMENT AGENCY, DUTIES MAY ALSO INCLUDE:     Greet walk in customers with general questions about the housing assistance program   Answer incoming calls in a professional and courteous manner  Prepare Housing Authority packets   Request Duplication services   IF ASSIGNED TO CITY CLERK'S OFFICE, DUTIES MAY ALSO INCLUDE:    Greet and assist walk-in customers  Answer incoming calls and requests for information  Perform pre- and post-City Council meeting duties (set-up, clean-up, record filing, etc.)  Utilize various software systems (Laserfiche, OneMeeting)   IF ASSIGNED TO PARKS, RECREATION, AND COMMUNITY SERVICES AGENCY, DUTIES MAY ALSO INCLUDE:    Assist with data input from participants who enroll in City’s programming   Handles updates to Computer software - Civic Rec   Helps answer phones and emails to provide information to the public  Helps handle recruitment with the Aquatics team - tracking sheets for the participants for the hiring process        CHARACTERISTICS OF SUCCESSFUL PERFORMERS        Candidates shall have a strong interest in local government; be at ease in dealing with the public and handling complaints from residents with tact and diplomacy; be detail-oriented, organized, have good time-management skills within a vibrant work environment and seek answers should none be obvious. Candidates must be flexible, have good verbal and written communication skills, computer skills and work well with others and with minimal supervision.   Minimum Qualifications     Current enrollment in a college or university generally at an undergraduate level with a current GPA of 2.5 or higher.  Strong computer skills and knowledge of software programs, such as Microsoft Word, Excel, and PowerPoint.  Ability to work up to 19 hours per week which may include weekends, hours may vary.  Some positions may require possession and retention of a valid California Class C driver's license.     Prior to appointment, interns assigned to the Police Department will be required to complete and pass a thorough police background investigation.      Bilingual fluency in English and Spanish or Vietnamese is highly desirable.   Selection Process   Applicants are required to complete and submit a City application form and answer the supplemental questions online. 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 .     PLEASE ATTACH OR INCLUDE THE FOLLOWING DOCUMENTS TO YOUR ONLINE APPLICATION. IF YOU DO NOT ATTACH, YOUR APPLICATION WILL BE CONSIDERED INCOMPLETE:       References  - List names, addresses and phone numbers of three references (you may list these in the "References" section of the application or attach a list)     Unofficial Transcripts  showing you are currently enrolled in a college or university (Freshman or Sophomore level). Your transcripts MUST list your name, your school's name, the classes in which you are enrolled for the  Spring 2024 semester/quarter  , and your current GPA).     The Human Resources Department will review all applications and materials submitted. Those candidates who possess the most pertinent qualifications may be invited for an oral interview by the hiring department. If you have any questions related to the application, please contact the Recruitment Team at (714) 647-5001, or by email at    Careers@santa-ana.org     Candidates given a job offer will be required to pass a medical exam and a 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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            Position/Program Information    TYPE OF RECRUITMENT   OPEN COMPETITIVE JOB OPPORTUNITY    EXAM NUMBER   Y0927E    FILING START DATE   June 2, 2022 at 8:00 a.m. (PT)  Until the needs of the service are met and is subject to closure without notice.   ABOUT LOS ANGELES COUNTY DEPARTMENT OF HEALTH SERVICES :    The Los Angeles County Department of Health Services (DHS) is the second largest municipal health system in the nation. DHS operates as an integrated health system, operating 25 health centers and four acute care hospitals, in addition to providing health care to youth in the juvenile justice system and inmates in the LA County jails. Across the network of DHS' directly operated clinical sites and through partnerships with community-based clinics, DHS cares for about 600,000 unique patients each year, employs over 23,000 staff, and has an annual operating budget of 6.9 billion. For additional information regarding DHS please visit   www.dhs.lacounty.gov .    Through academic affiliations with the University of California, Los Angeles (UCLA), the University of Southern California (USC), and the Charles R. Drew University of Medicine and Sciences (CDU), DHS hospitals are training sites for physicians completing their Graduate Medical Education in nearly every medical specialty and subspecialty. In addition, to its direct clinical services, DHS also runs the Emergency Medical Services (EMS) Agency and the County's 911 emergency response system, as well as Housing for Health and the Office of Diversion and Re-entry, each with a critical role in connecting vulnerable populations, including those released from correctional and institutional settings, to supportive housing.    THE MISSION:    “To advance the health of our patients and our communities by providing extraordinary care.”   DEFINITION  : Provides support in the process of obtaining, verifying and assessing the qualifications of physician and allied health professionals to provide patient care services.    CLASSIFICATION STANDARDS:  Under general supervision, positions allocable to this class are responsible for collecting, reviewing, monitoring, and updating credentialing documentation for existing and the appointment of new medical providers. Incumbents follow policies and procedures, established by departmental by-laws and regulatory agencies, to evaluate and verify professional licensure, education, training, experience, competencies and hospital affiliations to ensure that medical providers are appropriately qualified and privileged. Incumbents in this class are required to serve a one-year probationary period.   Positions allocated to the Department of Health Services report to the Medical Staff Coordinator of a hospital, or a Physician in a Multi-Service Ambulatory Care Center.  Positions allocated to the Department of Mental Health typically report to a higher-level manager and are responsible for processing and maintaining credentialing documentation for review by the credentialing review committee.  Essential Job Functions  Receives and processes applications for credentialing and privileging from licensed independent practitioners and allied health professionals applying for membership in the Professional Staff Association (PSA); notifies the respective department chair and the applicant of their status and time frames for completion.   Reviews applications for required documentation; verifies credentials, education, employment history, licensure, professional references, hospital affiliations and liability claims history by performing on-line queries from a variety of resources, such as the National Practitioner Data Bank, American Medical Association, Drug Enforcement Administration, and Office of the Inspector General.  Ensures physicians, allied health professionals and other practitioners of a healthcare facility are properly licensed, trained, and certified as mandated by state and federal regulations. Reviews requested privileges to ensure that appropriate criteria and training is documented for the privileges sought.  Monitors documentation of provisional applications for completion of proctoring; notifies the respective department chair and provisional members regarding their status and time frames for completion of proctoring.  Prepares summary report of each application for evaluation and review by the Credentials and Medical Executive Committees; identifies any potential adverse information.  Maintains application and credentialing files in a confidential manner; regularly enters credentialing information into the database to ensure information on credentialing, privileging, certifications, prerogatives and competencies are current; disseminates data to authorized personnel.  Prepares reports or credential files for periodic audits by Consolidated Accreditation and Licensure Survey and Office of Managed Care as requested; conducts internal reviews; and completes required tasks as necessary.  Generates letters to hospital affiliations and other agencies to obtain information of the practitioner's professional competency. Responds to inquiries from other agencies requesting employment verification and relevant information on current and past members of the PSA.   Prepares reports for various committees as requested on a periodic basis.  Participates in the development and implementation of credentialing processes and procedures.   Requirements   SELECTION REQUIREMENTS:    TRAINING AND EXPERIENCE:  Three (3) years of recent*, full time** experience in a Medical Staff Services office*** at the level of the Los Angeles County class of Intermediate Typist Clerk**** or higher.   LICENSE:  A valid California Class C Driver License or the ability to utilize an alternative method of transportation when needed to carry out job-related essential functions.  CERTIFICATION:   Successful certification as a Certified Provider Credentialing Specialist issued by the National Association of Medical Staff Services will be required before final appointment.  PHYSICAL CLASS:  2 - Light Light physical effort which may include occasional light lifting to a 10-pound limit, and some bending, stooping or squatting. Considerable walking may be involved.    SPECIAL REQUIREMENT INFORMATION  : *Recent experience is deemed to be within the last five (5) years.  **Full time experience is 40 hours per week. Part-time experience will be prorated to full-time experience.   ***Definition of Medical Staff Services office is primarily accountable for the administrative and credentialing compliance structure of the medical staff organization.   ****For this examination, an Intermediate Typist Clerk performs duties that include, but are not limited to, assisting in processing paperwork, initial credentialing, re-credentialing and ensuring that the database includes detailing the practitioners' education, training, licensing, experience, and other information are accurate and up to date.  Additional Information  tional Information:    EXAMINATION CONTENT  : This examination will consist of an evaluation of experience based upon application information, desirable qualifications and supplemental questionnaire, weighted 100%.  Candidates must achieve a passing score of 70% or higher on this examination to be added to the eligible register.    DESIRABLE QUALIFICATIONS  : Additional credit will be awarded for experience beyond the Selection Requirements.    ELIGIBILITY INFORMATION  : Applications will be processed on an "as received" basis and those receiving a passing score will be promulgated to the eligible register accordingly. The names of candidates receiving a passing grade on the examination will be placed on the eligible register and will appear in the order of their score group for a period of twelve (12) months following the date of eligibility.  NO PERSON MAY COMPETE IN THIS EXAMINATION MORE THAN ONCE EVERY TWELVE (12) MONTHS.    VACANCY INFORMATION  : The eligible register resulting from this examination will be used to fill vacancies throughout the Department of Health Services as they occur.    AVAILABLE SHIFT  : Appointees may be required to work any shift, including evenings, nights, weekends and holidays.   NO OUT-OF-CLASS EXPERIENCE WILL BE ALLOWED.      APPLICATION AND FILING INFORMATION  :   APPLICATIONS MUST BE FILED ONLINE ONLY .  APPLICATIONS SUBMITTED BY U.S. MAIL, FAX OR IN PERSON WILL NOT BE ACCEPTED .  Apply online by clicking on the green "Apply" button at the top right of this posting. You can also track the status of your application using this website.  All information is subject to verification. We may reject your application at any time during the examination and hiring process, including after appointment has been made. Falsification of any information may result in disqualification or rescission of appointment.  Utilizing   VERBIAGE   from Class Specification and Selection Requirements serving as your description of duties  WILL NOT  be sufficient to demonstrate that you meet the requirements. Doing so may result in an  INCOMPLETE APPLICATION  and you may be  DISQUALIFIED .  This examination will remain open until the needs of the service are met. Application filing may be suspended at any time with or without advance notice.  Fill out your application completely. The acceptance of your application depends on whether you have clearly shown that you meet the  REQUIREMENTS . Provide any relevant education, training, and experience in the spaces provided so we can evaluate your qualifications for the job. For each job held, give the name and address of your employer, your job title, beginning and ending dates, number of hours worked per week, and description of work performed.  If your application is incomplete, it will be rejected.     Applications electronically received after 4:59 p.m., PT, on the last day of filing will not be accepted .   NOTE : If you are unable to attach required documents, you must email the documents to the exam analyst, Gabriela Caudillo, at gacaudillo1@dhs.lacounty.gov  within fifteen (15) calendar days of filing online. Please include the exam number and the exam title .  For the foreseeable future, all notices including invitation letters, result letters and notices of non-acceptance will be sent electronically to the email address provided on the application. It is important that applicant provide a valid email address. Please add gacaudillo1 @dhs.lacounty.gov as well as noreply@govermentjobs.com and info@governmentjobs.com to your email address and to the list of approved senders to prevent email notifications from being filtered as  SPAM/JUNK  mail.  Applicants have the ability to opt out of emails from LA County. If you unsubscribe, you will not receive any email notification for any examination for which you apply with Los Angeles County. Regardless of whether you choose to unsubscribe, you can always check for notifications by logging into governmentjobs.com and viewing your profile inbox, which saves a copy of all emailed notices. It is your responsibility to take the above steps to view correspondence. Los Angeles County will not consider claims of not viewing or receiving notification to be a valid reason for late test administration or rescheduling of a test component.     SOCIAL SECURITY NUMBER  :   Please include your Social Security Number for record control purposes. Federal law requires that all employed persons have a Social Security Number.    NO SHARING OF USER ID AND PASSWORD  : All applicants must file their application online using their own user ID and password. Using a family member's or friend's user ID and password may erase a candidate's original application record.     COMPUTER AND INTERNET ACCESS AT PUBLIC LIBRARIES  : LA County Public Library has announced they are reopening some libraries with limited hours access throughout LA County. Refer to their website at https://lacountylibrary.org/reopening/ for more information.   For candidates who may not have regular access to a computer or the internet, applications can be completed on computers at public libraries throughout Los Angeles County.     FAIR CHANCE INITIATIVE  : The County of Los Angeles is a Fair Chance employer. Except for a very limited number of positions, you will not be asked to provide information about a conviction history unless you receive a contingent offer of employment. The County will make an individual assessment of whether your conviction history has a direct or adverse relationship with the specific duties of the job, and consider potential mitigating factors, including, but not limited to, evidence and extent of rehabilitation, recency of the offense(s), and age at the time of the offense(s). If asked to provide information about a conviction history, any convictions or court records which are exempted by a valid court order do not have to be disclosed.    ADA COORDINATOR PHONE : (323) 914-7111    TELETYPE PHONE : (800) 899-4099    CALIFORNIA RELAY SERVICES PHONE : (800) 735-2922    DEPARTMENT CONTACT    Gabriela Caudillo, Exam Analyst   gacaudillo1@dhs.lacounty .gov  (213) 288-7000  For detailed information, please click  here 
        

    

    
        
            Mar 05, 2024
        

                                    Full Time
                                     
    

    
        Position/Program Information    TYPE OF RECRUITMENT   OPEN COMPETITIVE JOB OPPORTUNITY    EXAM NUMBER   Y0927E    FILING START DATE   June 2, 2022 at 8:00 a.m. (PT)  Until the needs of the service are met and is subject to closure without notice.   ABOUT LOS ANGELES COUNTY DEPARTMENT OF HEALTH SERVICES :    The Los Angeles County Department of Health Services (DHS) is the second largest municipal health system in the nation. DHS operates as an integrated health system, operating 25 health centers and four acute care hospitals, in addition to providing health care to youth in the juvenile justice system and inmates in the LA County jails. Across the network of DHS' directly operated clinical sites and through partnerships with community-based clinics, DHS cares for about 600,000 unique patients each year, employs over 23,000 staff, and has an annual operating budget of 6.9 billion. For additional information regarding DHS please visit   www.dhs.lacounty.gov .    Through academic affiliations with the University of California, Los Angeles (UCLA), the University of Southern California (USC), and the Charles R. Drew University of Medicine and Sciences (CDU), DHS hospitals are training sites for physicians completing their Graduate Medical Education in nearly every medical specialty and subspecialty. In addition, to its direct clinical services, DHS also runs the Emergency Medical Services (EMS) Agency and the County's 911 emergency response system, as well as Housing for Health and the Office of Diversion and Re-entry, each with a critical role in connecting vulnerable populations, including those released from correctional and institutional settings, to supportive housing.    THE MISSION:    “To advance the health of our patients and our communities by providing extraordinary care.”   DEFINITION  : Provides support in the process of obtaining, verifying and assessing the qualifications of physician and allied health professionals to provide patient care services.    CLASSIFICATION STANDARDS:  Under general supervision, positions allocable to this class are responsible for collecting, reviewing, monitoring, and updating credentialing documentation for existing and the appointment of new medical providers. Incumbents follow policies and procedures, established by departmental by-laws and regulatory agencies, to evaluate and verify professional licensure, education, training, experience, competencies and hospital affiliations to ensure that medical providers are appropriately qualified and privileged. Incumbents in this class are required to serve a one-year probationary period.   Positions allocated to the Department of Health Services report to the Medical Staff Coordinator of a hospital, or a Physician in a Multi-Service Ambulatory Care Center.  Positions allocated to the Department of Mental Health typically report to a higher-level manager and are responsible for processing and maintaining credentialing documentation for review by the credentialing review committee.  Essential Job Functions  Receives and processes applications for credentialing and privileging from licensed independent practitioners and allied health professionals applying for membership in the Professional Staff Association (PSA); notifies the respective department chair and the applicant of their status and time frames for completion.   Reviews applications for required documentation; verifies credentials, education, employment history, licensure, professional references, hospital affiliations and liability claims history by performing on-line queries from a variety of resources, such as the National Practitioner Data Bank, American Medical Association, Drug Enforcement Administration, and Office of the Inspector General.  Ensures physicians, allied health professionals and other practitioners of a healthcare facility are properly licensed, trained, and certified as mandated by state and federal regulations. Reviews requested privileges to ensure that appropriate criteria and training is documented for the privileges sought.  Monitors documentation of provisional applications for completion of proctoring; notifies the respective department chair and provisional members regarding their status and time frames for completion of proctoring.  Prepares summary report of each application for evaluation and review by the Credentials and Medical Executive Committees; identifies any potential adverse information.  Maintains application and credentialing files in a confidential manner; regularly enters credentialing information into the database to ensure information on credentialing, privileging, certifications, prerogatives and competencies are current; disseminates data to authorized personnel.  Prepares reports or credential files for periodic audits by Consolidated Accreditation and Licensure Survey and Office of Managed Care as requested; conducts internal reviews; and completes required tasks as necessary.  Generates letters to hospital affiliations and other agencies to obtain information of the practitioner's professional competency. Responds to inquiries from other agencies requesting employment verification and relevant information on current and past members of the PSA.   Prepares reports for various committees as requested on a periodic basis.  Participates in the development and implementation of credentialing processes and procedures.   Requirements   SELECTION REQUIREMENTS:    TRAINING AND EXPERIENCE:  Three (3) years of recent*, full time** experience in a Medical Staff Services office*** at the level of the Los Angeles County class of Intermediate Typist Clerk**** or higher.   LICENSE:  A valid California Class C Driver License or the ability to utilize an alternative method of transportation when needed to carry out job-related essential functions.  CERTIFICATION:   Successful certification as a Certified Provider Credentialing Specialist issued by the National Association of Medical Staff Services will be required before final appointment.  PHYSICAL CLASS:  2 - Light Light physical effort which may include occasional light lifting to a 10-pound limit, and some bending, stooping or squatting. Considerable walking may be involved.    SPECIAL REQUIREMENT INFORMATION  : *Recent experience is deemed to be within the last five (5) years.  **Full time experience is 40 hours per week. Part-time experience will be prorated to full-time experience.   ***Definition of Medical Staff Services office is primarily accountable for the administrative and credentialing compliance structure of the medical staff organization.   ****For this examination, an Intermediate Typist Clerk performs duties that include, but are not limited to, assisting in processing paperwork, initial credentialing, re-credentialing and ensuring that the database includes detailing the practitioners' education, training, licensing, experience, and other information are accurate and up to date.  Additional Information  tional Information:    EXAMINATION CONTENT  : This examination will consist of an evaluation of experience based upon application information, desirable qualifications and supplemental questionnaire, weighted 100%.  Candidates must achieve a passing score of 70% or higher on this examination to be added to the eligible register.    DESIRABLE QUALIFICATIONS  : Additional credit will be awarded for experience beyond the Selection Requirements.    ELIGIBILITY INFORMATION  : Applications will be processed on an "as received" basis and those receiving a passing score will be promulgated to the eligible register accordingly. The names of candidates receiving a passing grade on the examination will be placed on the eligible register and will appear in the order of their score group for a period of twelve (12) months following the date of eligibility.  NO PERSON MAY COMPETE IN THIS EXAMINATION MORE THAN ONCE EVERY TWELVE (12) MONTHS.    VACANCY INFORMATION  : The eligible register resulting from this examination will be used to fill vacancies throughout the Department of Health Services as they occur.    AVAILABLE SHIFT  : Appointees may be required to work any shift, including evenings, nights, weekends and holidays.   NO OUT-OF-CLASS EXPERIENCE WILL BE ALLOWED.      APPLICATION AND FILING INFORMATION  :   APPLICATIONS MUST BE FILED ONLINE ONLY .  APPLICATIONS SUBMITTED BY U.S. MAIL, FAX OR IN PERSON WILL NOT BE ACCEPTED .  Apply online by clicking on the green "Apply" button at the top right of this posting. You can also track the status of your application using this website.  All information is subject to verification. We may reject your application at any time during the examination and hiring process, including after appointment has been made. Falsification of any information may result in disqualification or rescission of appointment.  Utilizing   VERBIAGE   from Class Specification and Selection Requirements serving as your description of duties  WILL NOT  be sufficient to demonstrate that you meet the requirements. Doing so may result in an  INCOMPLETE APPLICATION  and you may be  DISQUALIFIED .  This examination will remain open until the needs of the service are met. Application filing may be suspended at any time with or without advance notice.  Fill out your application completely. The acceptance of your application depends on whether you have clearly shown that you meet the  REQUIREMENTS . Provide any relevant education, training, and experience in the spaces provided so we can evaluate your qualifications for the job. For each job held, give the name and address of your employer, your job title, beginning and ending dates, number of hours worked per week, and description of work performed.  If your application is incomplete, it will be rejected.     Applications electronically received after 4:59 p.m., PT, on the last day of filing will not be accepted .   NOTE : If you are unable to attach required documents, you must email the documents to the exam analyst, Gabriela Caudillo, at gacaudillo1@dhs.lacounty.gov  within fifteen (15) calendar days of filing online. Please include the exam number and the exam title .  For the foreseeable future, all notices including invitation letters, result letters and notices of non-acceptance will be sent electronically to the email address provided on the application. It is important that applicant provide a valid email address. Please add gacaudillo1 @dhs.lacounty.gov as well as noreply@govermentjobs.com and info@governmentjobs.com to your email address and to the list of approved senders to prevent email notifications from being filtered as  SPAM/JUNK  mail.  Applicants have the ability to opt out of emails from LA County. If you unsubscribe, you will not receive any email notification for any examination for which you apply with Los Angeles County. Regardless of whether you choose to unsubscribe, you can always check for notifications by logging into governmentjobs.com and viewing your profile inbox, which saves a copy of all emailed notices. It is your responsibility to take the above steps to view correspondence. Los Angeles County will not consider claims of not viewing or receiving notification to be a valid reason for late test administration or rescheduling of a test component.     SOCIAL SECURITY NUMBER  :   Please include your Social Security Number for record control purposes. Federal law requires that all employed persons have a Social Security Number.    NO SHARING OF USER ID AND PASSWORD  : All applicants must file their application online using their own user ID and password. Using a family member's or friend's user ID and password may erase a candidate's original application record.     COMPUTER AND INTERNET ACCESS AT PUBLIC LIBRARIES  : LA County Public Library has announced they are reopening some libraries with limited hours access throughout LA County. Refer to their website at https://lacountylibrary.org/reopening/ for more information.   For candidates who may not have regular access to a computer or the internet, applications can be completed on computers at public libraries throughout Los Angeles County.     FAIR CHANCE INITIATIVE  : The County of Los Angeles is a Fair Chance employer. Except for a very limited number of positions, you will not be asked to provide information about a conviction history unless you receive a contingent offer of employment. The County will make an individual assessment of whether your conviction history has a direct or adverse relationship with the specific duties of the job, and consider potential mitigating factors, including, but not limited to, evidence and extent of rehabilitation, recency of the offense(s), and age at the time of the offense(s). If asked to provide information about a conviction history, any convictions or court records which are exempted by a valid court order do not have to be disclosed.    ADA COORDINATOR PHONE : (323) 914-7111    TELETYPE PHONE : (800) 899-4099    CALIFORNIA RELAY SERVICES PHONE : (800) 735-2922    DEPARTMENT CONTACT    Gabriela Caudillo, Exam Analyst   gacaudillo1@dhs.lacounty .gov  (213) 288-7000  For detailed information, please click  here 
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              The City of San Jose  The City of San Jose is a full-service Charter City and currently operates under a hybrid Council/Manager form of government. The City Council consists of ten Council Members elected by district and a Mayor elected at-large. The City Manager, who reports to the Council, and the executive team provide strategic leadership that supports the policy-making role of the Mayor and the City Council and ensures the organization delivers high quality services that meet the community's needs. The City actively engages with the community through Council-appointed boards, commissions, and project specific engagement opportunities. Operations are supported by 6,885 full time equivalent positions and a total Fiscal year 2022-2023 budget of approximately $5.3 billion. San Jose is dedicated to maintaining the highest fiscal integrity and earning high credit ratings to ensure the consistent delivery of quality services to the community. Extensive information regarding San Jose can be found on the City's website at www.sanjoseca.gov .    The Housing Department   The City of San Jose's Housing Department's mission is to strengthen and to revitalize the community through housing and neighborhood investments. The Housing Department has funded over 20,000 affordable apartments, oversees the Rent Stabilization Program that provides protection to both renters and mobile homeowners, and is implementing innovative programs to preserve restricted affordable apartments. The Housing Department also strives to make homelessness in San Jose rare, brief, and one-time, through the implementation of the Community Plan to End Homelessness. The Plan is a collaborative public-private partnership with the County of Santa Clara's Office of Supportive Housing, the Santa Clara Housing Authority, and Destination: Home, a nonprofit. The Housing Department manages four U.S. Department of Housing and Urban Development Programs entitlement grants in addition to numerous state and local grant programs. Over the past three years, the Housing Department has played a major role in protecting the City's most vulnerable residents by investing over $150 million in funding to respond to the COVID-19 pandemic. The Housing Department has a capital budget of approximately $333.5 million, an operating budget of $19 million and 109 full-time employees. The Housing Department is committed to creating a welcoming, equitable, and supportive workplace for all employees.  The Housing Department is looking for a Senior Public Information Representative on the Communications Team.  Annual Salary range(s) for this classification is:   Senior Public Information Representative: $120,010.80 - $146,196.96  The Housing Department is looking for a Senior Public Information Representative. The Housing Department addresses complex societal issues, including homelessness, affordable housing, and fair housing. Our audiences range from ordinary citizens to elected officials, and from nonprofits to advocacy groups. If you want to do meaningful and fulfilling work, utilizing every bit of creativity you possess, then this is the job for you.    This position will give you the opportunity to make a difference in the lives of real people while you learn new skills, have fun and collaborate with many internal and external stakeholders. Our team needs an individual who is excited to help educate the public about programs, projects and initiatives the City undertakes to make housing more accessible to everyone.   Please note, This position requires fluency in English and at least one of the following languages: Chinese, Spanish, Vietnamese    Within our Communications Team, you will:   Play an important role in helping the Housing Department communicate critical information to the public, City Council and a wide range of stakeholders;  Provide graphic design services for the entire Department, including signage, brochures, mailers, flyers, and presentations;  Develop content for our Department's social media channels, website, and SharePoint site;  Support the Communications Team's public outreach via email and social media;  Manage the Department's photo library;  Manage the Department style guide and ensure all visuals produced by the Department comply with the City's brand guidelines;  Translate data and statistics about homelessness and affordable housing into relatable content via infographics and images;  Support multidisciplinary project teams that include policy experts and project managers from within and outside the Housing Department;  Produce the Department's annual report as well as reports for teams within the Department (e.g., Rent Stabilization Program, Homelessness Response Team); and  Support the Department's language access program and work with the City Manager's Office to ensure compliance with citywide language access policies.     Your Mindset and Duties    You are open-minded, curious and optimistic.  You are agile and can be both scrappy (to move fast) and detail-oriented (to go deep).  You have a contagious and positive work ethic.  You take on tasks and challenges with high energy and you can be counted on to complete projects on time.  You have a passion for storytelling and making a difference.  You have a proven history of working well in team situations and collaborating productively.  You are knowledgeable about affordable housing and homelessness issues.      (These qualifications are typically required. An equivalent combination of education, experience, knowledge, skills and abilities sufficient to satisfactorily perform the duties of the job may be substituted.)    Education and Experience    Bachelor's degree from an accredited college or university in the fields of journalism, communications, advertising, marketing, public relations, public administration, or closely related fields and four (4) years of increasingly responsible public information, marketing, or public relations experience.  Licensing Requirements     Valid California Driver's License may be required.   Certifications:    This position requires a disclosure of outside investments, real property interest, income, and business positions. You must complete and file an "Assuming Office Form 700" with the City Clerk's Office within the first 30 days of employment with the office.    Other Qualifications     The ideal candidate will possess the following competencies, as demonstrated in past and current employment history. Desirable competencies for this position include:   Job Expertise - Demonstrates knowledge of and experience with applicable professional/technical principles and practices of communications and public relations, including professional experience in some combination of graphic design, content creation, branding, language accessibility, print production, and website and social media content development.   Communication Skills - Effectively convey information and expresses thoughts and facts clearly, orally and in writing; demonstrates effective use of listening skills; displays openness to other people's ideas and thoughts.    Collaboration - Develops networks and builds alliances, engages in cross-functional activities.    Political Skill - In taking action, demonstrates an understanding and consideration of how it will impact stakeholders and affected areas in the organization.    Problem Solving - Approaches a situation or problem by defining the problem or issue; determines the significance of problem; collects information;
                       uses logic and intuition to arrive at decisions or solutions to problems that achieve the desired outcome.    Project Management - Ensures support for projects and implements agency goals and strategic objectives.   Supervision - Sets effective long and short-term goals based on a good understanding of management practices; establishes realistic priorities within available resources; provides motivational support; empowers others; assigns decision-making and work functions to others in an appropriate manner to maximize organizational and individual effectiveness.
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          The City of San Jose  The City of San Jose is a full-service Charter City and currently operates under a hybrid Council/Manager form of government. The City Council consists of ten Council Members elected by district and a Mayor elected at-large. The City Manager, who reports to the Council, and the executive team provide strategic leadership that supports the policy-making role of the Mayor and the City Council and ensures the organization delivers high quality services that meet the community's needs. The City actively engages with the community through Council-appointed boards, commissions, and project specific engagement opportunities. Operations are supported by 6,885 full time equivalent positions and a total Fiscal year 2022-2023 budget of approximately $5.3 billion. San Jose is dedicated to maintaining the highest fiscal integrity and earning high credit ratings to ensure the consistent delivery of quality services to the community. Extensive information regarding San Jose can be found on the City's website at www.sanjoseca.gov .    The Housing Department   The City of San Jose's Housing Department's mission is to strengthen and to revitalize the community through housing and neighborhood investments. The Housing Department has funded over 20,000 affordable apartments, oversees the Rent Stabilization Program that provides protection to both renters and mobile homeowners, and is implementing innovative programs to preserve restricted affordable apartments. The Housing Department also strives to make homelessness in San Jose rare, brief, and one-time, through the implementation of the Community Plan to End Homelessness. The Plan is a collaborative public-private partnership with the County of Santa Clara's Office of Supportive Housing, the Santa Clara Housing Authority, and Destination: Home, a nonprofit. The Housing Department manages four U.S. Department of Housing and Urban Development Programs entitlement grants in addition to numerous state and local grant programs. Over the past three years, the Housing Department has played a major role in protecting the City's most vulnerable residents by investing over $150 million in funding to respond to the COVID-19 pandemic. The Housing Department has a capital budget of approximately $333.5 million, an operating budget of $19 million and 109 full-time employees. The Housing Department is committed to creating a welcoming, equitable, and supportive workplace for all employees.  The Housing Department is looking for a Senior Public Information Representative on the Communications Team.  Annual Salary range(s) for this classification is:   Senior Public Information Representative: $120,010.80 - $146,196.96  The Housing Department is looking for a Senior Public Information Representative. The Housing Department addresses complex societal issues, including homelessness, affordable housing, and fair housing. Our audiences range from ordinary citizens to elected officials, and from nonprofits to advocacy groups. If you want to do meaningful and fulfilling work, utilizing every bit of creativity you possess, then this is the job for you.    This position will give you the opportunity to make a difference in the lives of real people while you learn new skills, have fun and collaborate with many internal and external stakeholders. Our team needs an individual who is excited to help educate the public about programs, projects and initiatives the City undertakes to make housing more accessible to everyone.   Please note, This position requires fluency in English and at least one of the following languages: Chinese, Spanish, Vietnamese    Within our Communications Team, you will:   Play an important role in helping the Housing Department communicate critical information to the public, City Council and a wide range of stakeholders;  Provide graphic design services for the entire Department, including signage, brochures, mailers, flyers, and presentations;  Develop content for our Department's social media channels, website, and SharePoint site;  Support the Communications Team's public outreach via email and social media;  Manage the Department's photo library;  Manage the Department style guide and ensure all visuals produced by the Department comply with the City's brand guidelines;  Translate data and statistics about homelessness and affordable housing into relatable content via infographics and images;  Support multidisciplinary project teams that include policy experts and project managers from within and outside the Housing Department;  Produce the Department's annual report as well as reports for teams within the Department (e.g., Rent Stabilization Program, Homelessness Response Team); and  Support the Department's language access program and work with the City Manager's Office to ensure compliance with citywide language access policies.     Your Mindset and Duties    You are open-minded, curious and optimistic.  You are agile and can be both scrappy (to move fast) and detail-oriented (to go deep).  You have a contagious and positive work ethic.  You take on tasks and challenges with high energy and you can be counted on to complete projects on time.  You have a passion for storytelling and making a difference.  You have a proven history of working well in team situations and collaborating productively.  You are knowledgeable about affordable housing and homelessness issues.      (These qualifications are typically required. An equivalent combination of education, experience, knowledge, skills and abilities sufficient to satisfactorily perform the duties of the job may be substituted.)    Education and Experience    Bachelor's degree from an accredited college or university in the fields of journalism, communications, advertising, marketing, public relations, public administration, or closely related fields and four (4) years of increasingly responsible public information, marketing, or public relations experience.  Licensing Requirements     Valid California Driver's License may be required.   Certifications:    This position requires a disclosure of outside investments, real property interest, income, and business positions. You must complete and file an "Assuming Office Form 700" with the City Clerk's Office within the first 30 days of employment with the office.    Other Qualifications     The ideal candidate will possess the following competencies, as demonstrated in past and current employment history. Desirable competencies for this position include:   Job Expertise - Demonstrates knowledge of and experience with applicable professional/technical principles and practices of communications and public relations, including professional experience in some combination of graphic design, content creation, branding, language accessibility, print production, and website and social media content development.   Communication Skills - Effectively convey information and expresses thoughts and facts clearly, orally and in writing; demonstrates effective use of listening skills; displays openness to other people's ideas and thoughts.    Collaboration - Develops networks and builds alliances, engages in cross-functional activities.    Political Skill - In taking action, demonstrates an understanding and consideration of how it will impact stakeholders and affected areas in the organization.    Problem Solving - Approaches a situation or problem by defining the problem or issue; determines the significance of problem; collects information;
                       uses logic and intuition to arrive at decisions or solutions to problems that achieve the desired outcome.    Project Management - Ensures support for projects and implements agency goals and strategic objectives.   Supervision - Sets effective long and short-term goals based on a good understanding of management practices; establishes realistic priorities within available resources; provides motivational support; empowers others; assigns decision-making and work functions to others in an appropriate manner to maximize organizational and individual effectiveness.
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            Position/Program Information    EXAM NUMBER   Y1413E     TYPE OF RECRUITMENT      Open Competitive Job Opportunity     FILING DATES:     February 1, 2024, at 8:00 A.M., (PT)    Until the needs of the service are met and is subject to closure without notice.     No withhold will be allowed. Required experience/education must be fully met by the last day of filing/at the time of filing, and clearly indicated on the application.      ABOUT LOS ANGELES COUNTY DEPARTMENT OF HEALTH SERVICES:    T he Los Angeles County Department of Health Services (DHS) is the second largest municipal health system in the nation. Through its integrated system of twenty-five (25) health centers and four (4) acute hospitals - and expanded network of community partner clinics - DHS annually provides direct care for over 600,000 unique patients, employs over 23,000 staff, and has an annual budget of over $6.9 billion. For additional information regarding DHS please visit www.dhs.lacounty.gov .   Through academic affiliations with the University of California, Los Angeles (UCLA), the University of Southern California (USC), and the Charles R. Drew University of Medicine and Sciences (CDU), DHS hospitals are training sites for physicians completing their Graduate Medical Education in nearly every medical specialty and subspecialty. In addition, to its direct clinical services, DHS also runs the Emergency Medical Services (EMS) Agency and the County's 911 emergency response system, as well as Housing for Health and the Office of Diversion and Re-entry, each with a critical role in connecting vulnerable populations, including those released from correctional and institutional settings to supportive housing.     MISSION:    “To advance the health of our patients and our communities by providing extraordinary care”.    DEFINITION:   Plans, directs, organizes and develops all health information management division and medical records functions for a large, acute County hospital and ambulatory care clinics/centers.  Essential Job Functions  Provides oversight on key Health Information Management (HIM) services provided at a DHS hospital, such as Medical Coding, Release of Information, Document Scanning and Validation, Data Capture and Reporting, Clinical Document Deficiency Tracking, and File Room Maintenance.    Oversees the preparation of reports for hospital administration on matters concerning or related to the operations of the Health Information Management Division.    Directs the release of medical information to the public, private medical facilities, governmental agencies, and the courts in accordance with departmental policies and legal requirements governing the release of information.    Plans, develops, organizes, and evaluates the operational activities of the Health Information Management Division of a large acute hospital or the clinics and health centers of the Ambulatory Care Network (ACN).    As the custodian of patient medical records, directs the implementation, maintenance, and adherence to access to protected personal health information, release of medical information to the public, outside agencies and the courts in accordance with departmental policies and legal regulations.    Participates in the development and maintenance of a computerized health information management system as part of the overall health information system plan.    Provides consultation to hospital staff on methods of recording and retrieving medical and statistical data for research, budgeting, and reporting purposes.    Provides professional health information management consultation services and assistance to medical and clinical staff in evaluating the quality of patient care records and in developing the criteria and methodology for such evaluation.    Formulates, develops, and directs the implementation of procedures and policies governing medical records and related work and coordinates the work of the division with that of other areas of the hospital.    Directs staff development programs, ensures delivery of orientation, in-service education, and privacy training.    Develops and directs the implementation of procedures and policies governing health information and medical records to ensure compliance with JCAHO accreditation, Health Insurance Portability and Accountability Act (HIPAA), facility strategic goals and ethical standards.    Develops, implements, and assesses the long-range and short-term goals for the division as part of the organization's strategic plan.    Actively serves as the departmental representative on various management committees, such as Utilization Review, Quality Improvements, Medical Audits, Accreditation and Medical Records, Privacy Committee, etc.    Manages the Birth Registry/Clerk and Decedent Affairs function.    Approves all equipment and personnel requests prior to final presentation to administration.    Reviews the annual budget request for the Health Information Management Division and works directly with the facility or ACN Finance Unit.    Develops and modifies hospital policies and procedures for the HIM services such as Medical Coding, Release of Information, Document Scanning and Validation, Data Capture and Reporting, Clinical Document Deficiency Tracking, and File Room Maintenance.    Directs the operation of Cancer Tumor Registrar (CTR) staff.    Update HIM policies and procedures to align with National Committee for Quality Assurance (NCQA) standards. Utilize Healthcare Effectiveness Data and Information Set (HEDIS) to identify gaps in HIM coding capture and provider documentation.    Ensure that local policies, procedures, staffing standards, technology standards, workflows, and strategic goals are in alignment with those from the DHS Enterprise HIM office.    Lead enterprise-wide projects assigned by the DHS EHIM office.   Requirements    SELECTION REQUIREMENTS:     Certification as a Registered Health Information Administrator (RHIA)*, by the American Health Information Management Association (AHIMA)   -AND-    Five (5) years  of experience managing multiple sections, including technical abstracting, and coding, file management, health information reporting, or medical clerical functions in a comprehensive acute hospital-based health information management division at the level of Assistant Medical Records Director III**, Medical Records Director I**, Health Information Manager**, or higher. Certification as a Registered Health Information Technician (RHIT)*  and two (2) additional years of the required experience will be accepted as a substitute for the RHIA* certification.   A comprehensive acute hospital offers immediate treatment for a relatively short stay/admission. Services provided include but not limited to:    Emergency Department/Emergency Room  Inpatient Admission  Ambulatory Surgery/Outpatient Surgery  Psych/Mental Health Inpatient Admission  Trauma Services     DESIRABLE QUALIFICATIONS:   Additional credit will be given to applicants that possess the following desirable qualifications:    Additional experience in excess of the Selection Requirement     Clinical Documentation Improvement Practitioner (CDIP) certification* from AHIMA   Certified Health Data Analyst (CHDA) certification* from AHIMA    Certified in Healthcare Privacy and Security (CHPS) certification* from AHIMA      LICENSE:    A valid California Class C Driver License or the ability to utilize an alternative method of transportation when needed to carry out job-related essential functions.    PHYSICAL CLASS II - Light:  This class includes administrative and clerical positions requiring light physical effort that may include occasional light lifting to a 10-pound limit and some bending, stooping, or squatting. Considerable ambulation may be involved.     SPECIAL REQUIREMENT INFORMATION   :    *In order to qualify for the Selection Requirements,  you  must include a legible photocopy of your certificate of completion with your online application at the time of filing  or within  seven (7) calendar days  of filing your application online.  In order to receive credit for a bachelor’s or master’s degree, you must  include a legible photocopy of your diploma/transcripts which shows the area of specialization with your online application,  at the time of filing  or within  seven (7) calendar days  of filing your application online.  Applications received without evidence of the required certification will not be accepted as meeting the stated requirements.    Applications received without evidence of the required degree or certification will not receive additional credit for desirable qualifications.    If you are unable to attach required documents during application submission email them to the exam analyst at Kshelvy@dhs.lacounty.gov  within seven (7) calendar days  of filing online. Please include your name, the exam number and exam title in the subject line of the email.  Note : Foreign studies must be evaluated by an academic credential evaluation and deemed to be equivalent to degrees from the United States. (See Accreditation Information under Employment Information).   Please ensure the  Certification/License Section of the application is completed. Provide the title of the certificate, the number, date issued, date of expiration and the name of the issuing agency. The required certificate must be current and unrestricted.   **Experience at the level of the Los Angeles County's classes listed in the Requirements is defined as follows:   Assistant Medical Records Director III:  Assists the medical records director at a large (deemed to be 250 or more licensed beds) and complex hospital in directing the hospital's medical records program.   Medical Records Director   I:  Directs the work of a medium-sized staff engaged in carrying out the medical records program at a hospital.   Health Information Manager:  Manages all abstracting and coding functions in a large (deemed to be 250 or more licensed beds) acute hospital or a major abstracting and coding operation in a large (deemed to be 250 or more licensed beds) acute hospital or acts as the first assistant of the Health Information Management Division of a medium size (deemed to be 100 to 299 licensed beds) hospital or the Correctional Treatment Center.    Exam Analyst is not responsible for opening/accessing encoded documents.    Additional Information    EXAMINATION CONTENT:     This examination will consist of an evaluation of education, training, experience, and desirable qualifications based upon application information and supplemental questionnaire weighted 100%.      Candidates must achieve a passing score of 70% or above on each weighted part of the examination in order to be placed on the eligible register.      ELIGIBILITY INFORMATION:     Applications will be processed on an  "as-received"  basis and those receiving a passing score will be promulgated to the eligible register accordingly.   The names of candidates receiving a passing score in the examination will be added to the eligible register and will appear in the order of their score group for a period of twelve (12) months following the date of promulgation.    No person may compete in this examination more than once every twelve (12) months.      SPECIAL INFORMATION     AVAILABLE SHIFT  :    Appointees may be required to work any shift, including evenings, nights, weekends, and holidays.    VACANCY INFORMATION:    The resulting eligible register for this examination will be used to fill vacancies in the Department of Health Services (DHS) throughout Los Angeles County as they occur.     APPLICATION AND FILING INFORMATION:    Applications must be filed online only. Applications submitted by U.S. mail, Fax, or in person will not be accepted.   Apply online by clicking on the green " APPLY " button at the top right of this posting. You can also track the status of your application using this website.   Plan to submit your online application well in advance of the 4:59 p.m. (PT) deadline on the last day of filing, as you may be required to verify your email address. This only needs to be done once per email address, and if you already have a job seeker account on www.governmentjobs.com/careers/lacounty , you can verify at any time by logging in and following the prompts. This is to enhance the security of your online application and to ensure you do not enter an incorrect email address.   Applications electronically received after 5:00 p.m., PT, on the last day of filing will not be accepted.   The acceptance of your application depends on whether you have   clearly   shown that you meet the Requirements. Fill out your application completely and correctly to receive full credit for related education, and/or experience in the spaces provided so we can evaluate your qualifications for the position.  Please do not group your experience.  For each position held, give the name and address of your employer, your position title, beginning and ending dates, number of hours worked per week, and description of work performed.  If your application is incomplete, it will be rejected .      IMPORTANT NOTES :        All information and documents provided by applicants is subject to verification.     We may reject your application at any time during the examination and hiring process, including after appointment has been made.     Falsification of any information   may result in  disqualification  or  rescission of appointment.     Utilizing  verbiage  from Class Specification and/or Minimum/Selection Requirements serving as your description of duties  will not  be sufficient to demonstrate that you meet the Requirements. Comments such as  "See Résumé"  or  referencing other unsolicited materials/documents  will not be considered as a response; in doing so, your application will be  rejected .       NOTE:   If you are unable to attach required documents, you may email the documents to Kendrea Shelvy at kshelvy@dhs.lacounty.gov within seven (7) calendar days of filing online or your application will be rejected.  Please include your name, the exam number and exam title on the email.   Plan to submit your online application well in advance of the deadline as you may be required to verify your email address. This only needs to be done once per email address, and if you already have a job seeker account on www.governmentjobs.com/careers/lacounty you can verify at any time by logging in and following the prompts. This is to enhance the security of your online application and to ensure you do not enter an incorrect email address.   SOCIAL SECURITY NUMBER  :    Please include your Social Security Number for record control purposes. Federal law requires that all employed persons have a Social Security Number.   COMPUTER AND INTERNET ACCESS AT PUBLIC LIBRARIES: For candidates who may not have regular access to a computer or the internet, applications can be completed on computers at public libraries throughout Los Angeles County.    NO SHARING OF USER ID, E-MAIL, AND PASSWORD  :    All applicants must file their application using their own user ID and password. Using a family member's or friend's user ID and password may erase a candidate's original application record.    FAIR CHANCE INITIATIVE:     The County of Los Angeles is a Fair Chance employer. Except for a very limited number of positions, you will not be asked to provide information about a conviction history unless you receive a contingent offer of employment. The County will make an individualized assessment of whether your conviction history has a direct or adverse relationship with the specific duties of the job, and consider potential mitigating factors, including, but not limited to, evidence and extent of rehabilitation, regency of the offense(s), and age at the time of the offense(s). If asked to provide information about a conviction history, any convictions or court records which are exempted by a valid court order do not have to be disclosed.     Anti-Racism, Diversity, and Inclusion (ARDI):     The County of Los Angeles recognizes and affirms that all people are created equal and are entitled to all rights afforded by the Constitution of the United States. The Department of Human Resources is committed to promoting Anti-racism, Diversity, and Inclusion efforts to address the inequalities and disparities amongst race. We support the ARDI Strategic Plan and its goals by improving equality, diversity, and inclusion in recruitment, selection, and employment practices.     DEPARTMENT CONTACT:     Kendrea Shelvy, Exam Analyst  kshelvy@dhs.lacounty.gov    (213) 288-7000     ADA COORDINATOR PHONE:   (323) 914-7111     TELETYPE PHONE:   (800) 899-4099     CALIFORNIA RELAY SERVICES PHONE:   (800) 735-2922  For detailed information, please click  here 
        

    

    
        
            Mar 08, 2024
        

                                    Full Time
                                     
    

    
        Position/Program Information    EXAM NUMBER   Y1413E     TYPE OF RECRUITMENT      Open Competitive Job Opportunity     FILING DATES:     February 1, 2024, at 8:00 A.M., (PT)    Until the needs of the service are met and is subject to closure without notice.     No withhold will be allowed. Required experience/education must be fully met by the last day of filing/at the time of filing, and clearly indicated on the application.      ABOUT LOS ANGELES COUNTY DEPARTMENT OF HEALTH SERVICES:    T he Los Angeles County Department of Health Services (DHS) is the second largest municipal health system in the nation. Through its integrated system of twenty-five (25) health centers and four (4) acute hospitals - and expanded network of community partner clinics - DHS annually provides direct care for over 600,000 unique patients, employs over 23,000 staff, and has an annual budget of over $6.9 billion. For additional information regarding DHS please visit www.dhs.lacounty.gov .   Through academic affiliations with the University of California, Los Angeles (UCLA), the University of Southern California (USC), and the Charles R. Drew University of Medicine and Sciences (CDU), DHS hospitals are training sites for physicians completing their Graduate Medical Education in nearly every medical specialty and subspecialty. In addition, to its direct clinical services, DHS also runs the Emergency Medical Services (EMS) Agency and the County's 911 emergency response system, as well as Housing for Health and the Office of Diversion and Re-entry, each with a critical role in connecting vulnerable populations, including those released from correctional and institutional settings to supportive housing.     MISSION:    “To advance the health of our patients and our communities by providing extraordinary care”.    DEFINITION:   Plans, directs, organizes and develops all health information management division and medical records functions for a large, acute County hospital and ambulatory care clinics/centers.  Essential Job Functions  Provides oversight on key Health Information Management (HIM) services provided at a DHS hospital, such as Medical Coding, Release of Information, Document Scanning and Validation, Data Capture and Reporting, Clinical Document Deficiency Tracking, and File Room Maintenance.    Oversees the preparation of reports for hospital administration on matters concerning or related to the operations of the Health Information Management Division.    Directs the release of medical information to the public, private medical facilities, governmental agencies, and the courts in accordance with departmental policies and legal requirements governing the release of information.    Plans, develops, organizes, and evaluates the operational activities of the Health Information Management Division of a large acute hospital or the clinics and health centers of the Ambulatory Care Network (ACN).    As the custodian of patient medical records, directs the implementation, maintenance, and adherence to access to protected personal health information, release of medical information to the public, outside agencies and the courts in accordance with departmental policies and legal regulations.    Participates in the development and maintenance of a computerized health information management system as part of the overall health information system plan.    Provides consultation to hospital staff on methods of recording and retrieving medical and statistical data for research, budgeting, and reporting purposes.    Provides professional health information management consultation services and assistance to medical and clinical staff in evaluating the quality of patient care records and in developing the criteria and methodology for such evaluation.    Formulates, develops, and directs the implementation of procedures and policies governing medical records and related work and coordinates the work of the division with that of other areas of the hospital.    Directs staff development programs, ensures delivery of orientation, in-service education, and privacy training.    Develops and directs the implementation of procedures and policies governing health information and medical records to ensure compliance with JCAHO accreditation, Health Insurance Portability and Accountability Act (HIPAA), facility strategic goals and ethical standards.    Develops, implements, and assesses the long-range and short-term goals for the division as part of the organization's strategic plan.    Actively serves as the departmental representative on various management committees, such as Utilization Review, Quality Improvements, Medical Audits, Accreditation and Medical Records, Privacy Committee, etc.    Manages the Birth Registry/Clerk and Decedent Affairs function.    Approves all equipment and personnel requests prior to final presentation to administration.    Reviews the annual budget request for the Health Information Management Division and works directly with the facility or ACN Finance Unit.    Develops and modifies hospital policies and procedures for the HIM services such as Medical Coding, Release of Information, Document Scanning and Validation, Data Capture and Reporting, Clinical Document Deficiency Tracking, and File Room Maintenance.    Directs the operation of Cancer Tumor Registrar (CTR) staff.    Update HIM policies and procedures to align with National Committee for Quality Assurance (NCQA) standards. Utilize Healthcare Effectiveness Data and Information Set (HEDIS) to identify gaps in HIM coding capture and provider documentation.    Ensure that local policies, procedures, staffing standards, technology standards, workflows, and strategic goals are in alignment with those from the DHS Enterprise HIM office.    Lead enterprise-wide projects assigned by the DHS EHIM office.   Requirements    SELECTION REQUIREMENTS:     Certification as a Registered Health Information Administrator (RHIA)*, by the American Health Information Management Association (AHIMA)   -AND-    Five (5) years  of experience managing multiple sections, including technical abstracting, and coding, file management, health information reporting, or medical clerical functions in a comprehensive acute hospital-based health information management division at the level of Assistant Medical Records Director III**, Medical Records Director I**, Health Information Manager**, or higher. Certification as a Registered Health Information Technician (RHIT)*  and two (2) additional years of the required experience will be accepted as a substitute for the RHIA* certification.   A comprehensive acute hospital offers immediate treatment for a relatively short stay/admission. Services provided include but not limited to:    Emergency Department/Emergency Room  Inpatient Admission  Ambulatory Surgery/Outpatient Surgery  Psych/Mental Health Inpatient Admission  Trauma Services     DESIRABLE QUALIFICATIONS:   Additional credit will be given to applicants that possess the following desirable qualifications:    Additional experience in excess of the Selection Requirement     Clinical Documentation Improvement Practitioner (CDIP) certification* from AHIMA   Certified Health Data Analyst (CHDA) certification* from AHIMA    Certified in Healthcare Privacy and Security (CHPS) certification* from AHIMA      LICENSE:    A valid California Class C Driver License or the ability to utilize an alternative method of transportation when needed to carry out job-related essential functions.    PHYSICAL CLASS II - Light:  This class includes administrative and clerical positions requiring light physical effort that may include occasional light lifting to a 10-pound limit and some bending, stooping, or squatting. Considerable ambulation may be involved.     SPECIAL REQUIREMENT INFORMATION   :    *In order to qualify for the Selection Requirements,  you  must include a legible photocopy of your certificate of completion with your online application at the time of filing  or within  seven (7) calendar days  of filing your application online.  In order to receive credit for a bachelor’s or master’s degree, you must  include a legible photocopy of your diploma/transcripts which shows the area of specialization with your online application,  at the time of filing  or within  seven (7) calendar days  of filing your application online.  Applications received without evidence of the required certification will not be accepted as meeting the stated requirements.    Applications received without evidence of the required degree or certification will not receive additional credit for desirable qualifications.    If you are unable to attach required documents during application submission email them to the exam analyst at Kshelvy@dhs.lacounty.gov  within seven (7) calendar days  of filing online. Please include your name, the exam number and exam title in the subject line of the email.  Note : Foreign studies must be evaluated by an academic credential evaluation and deemed to be equivalent to degrees from the United States. (See Accreditation Information under Employment Information).   Please ensure the  Certification/License Section of the application is completed. Provide the title of the certificate, the number, date issued, date of expiration and the name of the issuing agency. The required certificate must be current and unrestricted.   **Experience at the level of the Los Angeles County's classes listed in the Requirements is defined as follows:   Assistant Medical Records Director III:  Assists the medical records director at a large (deemed to be 250 or more licensed beds) and complex hospital in directing the hospital's medical records program.   Medical Records Director   I:  Directs the work of a medium-sized staff engaged in carrying out the medical records program at a hospital.   Health Information Manager:  Manages all abstracting and coding functions in a large (deemed to be 250 or more licensed beds) acute hospital or a major abstracting and coding operation in a large (deemed to be 250 or more licensed beds) acute hospital or acts as the first assistant of the Health Information Management Division of a medium size (deemed to be 100 to 299 licensed beds) hospital or the Correctional Treatment Center.    Exam Analyst is not responsible for opening/accessing encoded documents.    Additional Information    EXAMINATION CONTENT:     This examination will consist of an evaluation of education, training, experience, and desirable qualifications based upon application information and supplemental questionnaire weighted 100%.      Candidates must achieve a passing score of 70% or above on each weighted part of the examination in order to be placed on the eligible register.      ELIGIBILITY INFORMATION:     Applications will be processed on an  "as-received"  basis and those receiving a passing score will be promulgated to the eligible register accordingly.   The names of candidates receiving a passing score in the examination will be added to the eligible register and will appear in the order of their score group for a period of twelve (12) months following the date of promulgation.    No person may compete in this examination more than once every twelve (12) months.      SPECIAL INFORMATION     AVAILABLE SHIFT  :    Appointees may be required to work any shift, including evenings, nights, weekends, and holidays.    VACANCY INFORMATION:    The resulting eligible register for this examination will be used to fill vacancies in the Department of Health Services (DHS) throughout Los Angeles County as they occur.     APPLICATION AND FILING INFORMATION:    Applications must be filed online only. Applications submitted by U.S. mail, Fax, or in person will not be accepted.   Apply online by clicking on the green " APPLY " button at the top right of this posting. You can also track the status of your application using this website.   Plan to submit your online application well in advance of the 4:59 p.m. (PT) deadline on the last day of filing, as you may be required to verify your email address. This only needs to be done once per email address, and if you already have a job seeker account on www.governmentjobs.com/careers/lacounty , you can verify at any time by logging in and following the prompts. This is to enhance the security of your online application and to ensure you do not enter an incorrect email address.   Applications electronically received after 5:00 p.m., PT, on the last day of filing will not be accepted.   The acceptance of your application depends on whether you have   clearly   shown that you meet the Requirements. Fill out your application completely and correctly to receive full credit for related education, and/or experience in the spaces provided so we can evaluate your qualifications for the position.  Please do not group your experience.  For each position held, give the name and address of your employer, your position title, beginning and ending dates, number of hours worked per week, and description of work performed.  If your application is incomplete, it will be rejected .      IMPORTANT NOTES :        All information and documents provided by applicants is subject to verification.     We may reject your application at any time during the examination and hiring process, including after appointment has been made.     Falsification of any information   may result in  disqualification  or  rescission of appointment.     Utilizing  verbiage  from Class Specification and/or Minimum/Selection Requirements serving as your description of duties  will not  be sufficient to demonstrate that you meet the Requirements. Comments such as  "See Résumé"  or  referencing other unsolicited materials/documents  will not be considered as a response; in doing so, your application will be  rejected .       NOTE:   If you are unable to attach required documents, you may email the documents to Kendrea Shelvy at kshelvy@dhs.lacounty.gov within seven (7) calendar days of filing online or your application will be rejected.  Please include your name, the exam number and exam title on the email.   Plan to submit your online application well in advance of the deadline as you may be required to verify your email address. This only needs to be done once per email address, and if you already have a job seeker account on www.governmentjobs.com/careers/lacounty you can verify at any time by logging in and following the prompts. This is to enhance the security of your online application and to ensure you do not enter an incorrect email address.   SOCIAL SECURITY NUMBER  :    Please include your Social Security Number for record control purposes. Federal law requires that all employed persons have a Social Security Number.   COMPUTER AND INTERNET ACCESS AT PUBLIC LIBRARIES: For candidates who may not have regular access to a computer or the internet, applications can be completed on computers at public libraries throughout Los Angeles County.    NO SHARING OF USER ID, E-MAIL, AND PASSWORD  :    All applicants must file their application using their own user ID and password. Using a family member's or friend's user ID and password may erase a candidate's original application record.    FAIR CHANCE INITIATIVE:     The County of Los Angeles is a Fair Chance employer. Except for a very limited number of positions, you will not be asked to provide information about a conviction history unless you receive a contingent offer of employment. The County will make an individualized assessment of whether your conviction history has a direct or adverse relationship with the specific duties of the job, and consider potential mitigating factors, including, but not limited to, evidence and extent of rehabilitation, regency of the offense(s), and age at the time of the offense(s). If asked to provide information about a conviction history, any convictions or court records which are exempted by a valid court order do not have to be disclosed.     Anti-Racism, Diversity, and Inclusion (ARDI):     The County of Los Angeles recognizes and affirms that all people are created equal and are entitled to all rights afforded by the Constitution of the United States. The Department of Human Resources is committed to promoting Anti-racism, Diversity, and Inclusion efforts to address the inequalities and disparities amongst race. We support the ARDI Strategic Plan and its goals by improving equality, diversity, and inclusion in recruitment, selection, and employment practices.     DEPARTMENT CONTACT:     Kendrea Shelvy, Exam Analyst  kshelvy@dhs.lacounty.gov    (213) 288-7000     ADA COORDINATOR PHONE:   (323) 914-7111     TELETYPE PHONE:   (800) 899-4099     CALIFORNIA RELAY SERVICES PHONE:   (800) 735-2922  For detailed information, please click  here 
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            The Position   Upcoming negotiated    salary increases:        5% on July 1, 2024       5% on July 1, 2025     Bargaining Unit: Local 856 - General Services & Maintenance Unit     Why join Contra Costa County?  Ranking among the larger California fire agencies, the Contra Costa County Fire Protection District is a well-equipped, full-service fire agency. The District is an "all-hazards" organization providing fire suppression, First Responder Advanced Life Support (ALS) emergency medical services as well as 911 emergency ambulance transport services for over two-thirds of the county, technical rescue, marine firefighting, water rescue, Type II Hazardous Materials Response team, heavy fire equipment program, fire prevention, and fire investigation services to nine cities and county unincorporated areas.  The Fire District Apparatus Shop provides routine preventative maintenance and emergency repairs for our Fire Apparatus. The Apparatus Shop is staffed by a Fire Apparatus Manager, six (6) Fire Equipment Mechanics, a Fire Service Coordinator, and a Driver Clerk. The Fire District has almost 150 pieces of Fire Apparatus which includes Type 1, Type 2, Type 3, Type 4. Type 6 engines as well as Tillers, Hazmats, UTV's, Quints, Water Tenders and Rescue vehicles. The Fire Mechanics are ASE certified as Truck Mechanics and CFMA certified to do work on Fire Apparatus.   We are looking for someone who is:   Dependable, helpful, respectful, honest, hardworking, professional, and a team player.  Self-motivated and driven to learn by trying and doing on their own rather than waiting for direction.  Willing to learn new technology, equipment, and apparatus.   What you will typically be responsible for:   Inspecting trucks, boats, bulldozers, tractors, and mechanical equipment used in fire fighting and other Fire District services.  Diagnosing mechanical and electrical troubles and makes various types of repairs, such as general overhauling, electrical and fuel systems, differentials and related equipment, suspension assemblies, repairing and servicing fire pumps.  Operating typical shop tools including electrical and acetylene welding devices.  Road testing and transporting fire apparatus, service vehicles, and trucks.  Assisting in the training of shop personnel and District personnel   A few reasons you might love about this job:   The District operates the most current equipment with state-of-the-art technology. Our staff works on many types of equipment and apparatus including boats, bulldozers, fire trucks, tillers, wildland engines, advanced electronics incorporated into fire apparatus chassis.  Learn and work in an environment that is always changing; equipment and apparatus are constantly being updated.  Continuous training opportunities.  Work as a team with full support from management.  Room for growth and opportunities for advancement.   A few challenges you might face in this job :  Having to adjust to learning all the new and varied types of equipment in the Fire District due to the continuous updates of new equipment and technology which takes time to learn.  Learning and adapting to the organizational and paramilitary chain of command in a professional environment   Competencies Required:   Attention to Detail: Focusing on the details of work content, work steps, and final work products  Handling Stress: Maintaining emotional stability and self-control under pressure, challenge, or adversity  Professional Integrity & Ethics: Displaying honesty, adherence to principles, and personal accountability  Customer Focus: Attending to the needs and expectations of customers  Teamwork: Collaborating with others to achieve shared goals  Group Facilitation: Enabling constructive and productive group interaction  Informing: Proactively obtaining and sharing information  Reading Comprehension: Understanding and using written information  Mechanical Insight: Comprehending how mechanical, electrical, and structural systems operate and interact  Delivering Results: Meeting organizational goals and customer expectations and making decisions that produce high-quality results by applying technical knowledge, analyzing problems, and calculating risks  Safety Focus: Showing vigilance and care in identifying and addressing health risks and safety hazards  Using Technology: Working with electronic hardware and software applications   To read the complete job description, please visit the website; https://www.governmentjobs.com/careers/contracosta/classspecs/108706?keywords=fire%20emer&pagetype=classSpecifications    The eligible list established from this recruitment may remain in effect for six months.   Minimum Qualifications   License Required:   (A)  Possession of a valid California driver’s license. Out of state valid driver’s license will be accepted during the application process.   AND   (B)  Must obtain a valid Class B driver’s license with Tank Endorsement (or Class A with Tank Endorsement) prior to the end of probation and maintain the license while employed in this class.    Experience:   Two (2) years full time experience as a heavy duty truck mechanic  or  completion of a heavy duty, diesel, or industrial program from an automotive heavy duty trade school.    Physical Requirements : Ability to meet such health standards as may be prescribed by the Department of Transportation regulations for commercial drivers' license.    Desired Qualification:  Fire apparatus mechanic experience is desirable.   Selection Process   Application Filing:  All applicants must apply on-line at www.cccounty.us/hr and submit the information as indicated on the job announcement by the final filing date. Completion of a Supplemental Questionnaire is required.   Application Evaluation:  Depending on the number of applications received, an Application Evaluation Board may be convened to evaluate and select the best-qualified candidates for invitation to the next phase of the examination.   Training and Experience Evaluation:  A Training and Experience Evaluation may be used to rank candidates on the eligible list. This will be included in the supplemental questionnaire as a part of the application.  (Weighted 100%)     TENTATIVE EXAM DATES     For applications received between 11/10/23 - 12/10/23  Training and Experience Evaluation: 12/18/23     For applications received between 12/11/23 -1/15/24    Training and Experience Evaluation: 1/22/24       For applications received between 1/16/24 -2/19/24    Training and Experience Evaluation: 2/28/24       For applications received between 2/20/24 - 3/20/24    Training and Experience Evaluation: 3/28/24      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 Elizabeth Loud, eloud@cccfpd.org. 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: Continuous
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        The Position   Upcoming negotiated    salary increases:        5% on July 1, 2024       5% on July 1, 2025     Bargaining Unit: Local 856 - General Services & Maintenance Unit     Why join Contra Costa County?  Ranking among the larger California fire agencies, the Contra Costa County Fire Protection District is a well-equipped, full-service fire agency. The District is an "all-hazards" organization providing fire suppression, First Responder Advanced Life Support (ALS) emergency medical services as well as 911 emergency ambulance transport services for over two-thirds of the county, technical rescue, marine firefighting, water rescue, Type II Hazardous Materials Response team, heavy fire equipment program, fire prevention, and fire investigation services to nine cities and county unincorporated areas.  The Fire District Apparatus Shop provides routine preventative maintenance and emergency repairs for our Fire Apparatus. The Apparatus Shop is staffed by a Fire Apparatus Manager, six (6) Fire Equipment Mechanics, a Fire Service Coordinator, and a Driver Clerk. The Fire District has almost 150 pieces of Fire Apparatus which includes Type 1, Type 2, Type 3, Type 4. Type 6 engines as well as Tillers, Hazmats, UTV's, Quints, Water Tenders and Rescue vehicles. The Fire Mechanics are ASE certified as Truck Mechanics and CFMA certified to do work on Fire Apparatus.   We are looking for someone who is:   Dependable, helpful, respectful, honest, hardworking, professional, and a team player.  Self-motivated and driven to learn by trying and doing on their own rather than waiting for direction.  Willing to learn new technology, equipment, and apparatus.   What you will typically be responsible for:   Inspecting trucks, boats, bulldozers, tractors, and mechanical equipment used in fire fighting and other Fire District services.  Diagnosing mechanical and electrical troubles and makes various types of repairs, such as general overhauling, electrical and fuel systems, differentials and related equipment, suspension assemblies, repairing and servicing fire pumps.  Operating typical shop tools including electrical and acetylene welding devices.  Road testing and transporting fire apparatus, service vehicles, and trucks.  Assisting in the training of shop personnel and District personnel   A few reasons you might love about this job:   The District operates the most current equipment with state-of-the-art technology. Our staff works on many types of equipment and apparatus including boats, bulldozers, fire trucks, tillers, wildland engines, advanced electronics incorporated into fire apparatus chassis.  Learn and work in an environment that is always changing; equipment and apparatus are constantly being updated.  Continuous training opportunities.  Work as a team with full support from management.  Room for growth and opportunities for advancement.   A few challenges you might face in this job :  Having to adjust to learning all the new and varied types of equipment in the Fire District due to the continuous updates of new equipment and technology which takes time to learn.  Learning and adapting to the organizational and paramilitary chain of command in a professional environment   Competencies Required:   Attention to Detail: Focusing on the details of work content, work steps, and final work products  Handling Stress: Maintaining emotional stability and self-control under pressure, challenge, or adversity  Professional Integrity & Ethics: Displaying honesty, adherence to principles, and personal accountability  Customer Focus: Attending to the needs and expectations of customers  Teamwork: Collaborating with others to achieve shared goals  Group Facilitation: Enabling constructive and productive group interaction  Informing: Proactively obtaining and sharing information  Reading Comprehension: Understanding and using written information  Mechanical Insight: Comprehending how mechanical, electrical, and structural systems operate and interact  Delivering Results: Meeting organizational goals and customer expectations and making decisions that produce high-quality results by applying technical knowledge, analyzing problems, and calculating risks  Safety Focus: Showing vigilance and care in identifying and addressing health risks and safety hazards  Using Technology: Working with electronic hardware and software applications   To read the complete job description, please visit the website; https://www.governmentjobs.com/careers/contracosta/classspecs/108706?keywords=fire%20emer&pagetype=classSpecifications    The eligible list established from this recruitment may remain in effect for six months.   Minimum Qualifications   License Required:   (A)  Possession of a valid California driver’s license. Out of state valid driver’s license will be accepted during the application process.   AND   (B)  Must obtain a valid Class B driver’s license with Tank Endorsement (or Class A with Tank Endorsement) prior to the end of probation and maintain the license while employed in this class.    Experience:   Two (2) years full time experience as a heavy duty truck mechanic  or  completion of a heavy duty, diesel, or industrial program from an automotive heavy duty trade school.    Physical Requirements : Ability to meet such health standards as may be prescribed by the Department of Transportation regulations for commercial drivers' license.    Desired Qualification:  Fire apparatus mechanic experience is desirable.   Selection Process   Application Filing:  All applicants must apply on-line at www.cccounty.us/hr and submit the information as indicated on the job announcement by the final filing date. Completion of a Supplemental Questionnaire is required.   Application Evaluation:  Depending on the number of applications received, an Application Evaluation Board may be convened to evaluate and select the best-qualified candidates for invitation to the next phase of the examination.   Training and Experience Evaluation:  A Training and Experience Evaluation may be used to rank candidates on the eligible list. This will be included in the supplemental questionnaire as a part of the application.  (Weighted 100%)     TENTATIVE EXAM DATES     For applications received between 11/10/23 - 12/10/23  Training and Experience Evaluation: 12/18/23     For applications received between 12/11/23 -1/15/24    Training and Experience Evaluation: 1/22/24       For applications received between 1/16/24 -2/19/24    Training and Experience Evaluation: 2/28/24       For applications received between 2/20/24 - 3/20/24    Training and Experience Evaluation: 3/28/24      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 Elizabeth Loud, eloud@cccfpd.org. 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: Continuous
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            Position Description     The Department of Public Utilities is currently recruiting for two Assistant Director positions to oversee the Wastewater and Water Divisions. The Water Division incumbent is responsible for the daily operations of the Division and works directly with Division Managers. This position includes oversight of: three surface water treatment facilities; 270 municipal wells; groundwater wellhead treatment facilities; approximately 1,900- miles of water transmission and distribution systems; regulatory compliance; annual budget preparation and rate development; development of various organizational programs; water resource management and long-range planning.   The Assistant Director for the Wastewater Division is responsible for the daily operations of the division and works directly with division managers. This position includes oversight of: the Fresno-Clovis Regional Wastewater Reclamation Facility and North Fresno Wastewater Reclamation Facility; an ELAP accredited environmental laboratory; 1,600 miles of sanitary sewer, 15 lift stations and 24,000 access structures; 182 full-time employees with a large variety of functions; regulatory compliance; pretreatment program; annual budget preparation; rate development; development of various organizational programs; wastewater resource management; and long-range planning.   Incumbents will exercise considerable judgment and discretion in the administration and direction of the department and its operations. In addition, the Assistant Director acts as technical advisor to the Director and City Manager and attends meetings of the City Council, boards, commissions, and committees relevant to public utilities and related services. The Assistant Director participates in the preparation and administration of the Department's annual operating and capital budgets and is expected to coordinate activities with other departments within the City of Fresno, as well as division sections and outside agencies.  These are unclassified positions in which the incumbent serves at the will of the Department Director.     Pay,Benefits, & Work Schedule     Compensation and Benefits The City of Fresno offers an attractive and competitive salary and benefits package. The salary for the Assistant Director is $115,056 up to $192,888. The employee benefits package, as noted below, is subject to change and includes:  Retirement: Fresno City Retirement System; reciprocity with other public California systems. The City's pension funds are among the best- funded public systems in California and the nation. The City does not participate in Social Security.  Health Insurance: The City maintains a PPO plan through the City of Fresno Health and Welfare Trust. The City contributes toward the current monthly premium for medical, prescription, dental, and vision for employee and dependents.  Flexible Spending Account Program: The City maintains IRS Section 125 Plan that includes spending accounts for health care and dependent care.   Auto Allowance: Dependent upon provisions set forth in Administrative Order 2-2.  Deferred Compensation: 457 plan available which allows tax contribution up to IRS determined limits.  Management Leave: 80 hours (pro-rated) per fiscal year with an annual cash out provision.  Supplemental Management Leave: Up to 32 hours at the discretion of the City Manager. This leave may be placed in a retiree Heath Reimbursement Arrangement account.  Annual Leave: Accrue 15.50 hours per month, with cash out provisions.   Holidays: Ten (10) City-observed holidays annually, plus birthday and two (2) personal days per year.  Life Insurance: Equal to annual salary; premium paid by City.  Long-Term Disability: City pays premium for 66.66% of monthly salary up to $7,500 per month after 30 days.  Deferred Retirement Option Program (DROP): DROP is an optional, voluntary program that allows for retirement benefits deposited in a special savings account within the Retirement System while continuing to work for the City of Fresno. To participate, must be at least age 50 with 5 years of service. Benefits include: ownership of DROP account monies; compound interest earnings; and alternative distribution options.     The Requirements     Possession of a Professional Engineer license; AND five (5) years of progressively responsible leadership and management experience in a large public utility providing water, sewer, solid waste, or planning services.  OR  A Bachelor's Degree from an accredited college or university in engineering, sciences, business or public administration, planning, architecture or related field; AND six (6) years of progressively responsible leadership and management experience in a large public utility providing water, sewer, solid waste or planning services. Additional qualifying experience may be substituted for education on a year for year basis, up to a maximum of two years.   Possession, at time of appointment and continued maintenance, of a valid California Driver License is required.  Candidates for this position should have demonstrated in-depth knowledge of the day- to-day operations of public utility services; strong management and planning skills; the ability to communicate effectively with executive management, technical resources and partner agency liaisons; a thorough understanding of compliance with legal mandates; possess the ability to implement and sustain a comprehensive information and technology environment by developing and implementing strategic plans for continuous expansion and improvement of utility services. An appreciation of diversity and the strength it brings to the workplace is essential.     How To Apply     If you are interested in this outstanding opportunity, please submit a letter of interest, resume, and five references and verification of education to:  Leshea Tarver, Sr HR/Risk Analyst Email: leshea.tarver@fresno.gov  Or apply on-line at: www.fresno.gov/jobs  This recruitment is Open Until Filled.     Selection Process     We will select a group of candidates to participate in the interview process depending on their qualifications.     Other Information     The Department of Public Utilities (DPU) provides reliable, efficient, low-cost water, wastewater, and solid waste services to Fresno. DPU strives to provide the highest level of service through innovative technology, extensive planning efforts, process improvement, employee development, and teamwork. To accomplish those goals, the 2024 Fiscal Year Budget includes funding for 612 full-time positions with $388.7 million allotted for all activities.  Our department is organized into four divisions:   -Administration/Utility Planning and Engineering - Coordinates all utility services, including oversight and support for each operating division.   -Water Division - Manages operates the City of Fresno's water system, delivering drinking water to about 500,000 customers.   -Wastewater Management - Provides wastewater collection, treatment, and reclamation services.   -Solid Waste - Collects and manages green waste, refuse, and recyclables across the entire city.  Our Organization The City of Fresno is the fifth-largest city in the state of California and is a full- service charter city that operates under a "strong mayor" form of government. The Mayor is elected at large but does not serve on the City Council. However, the Mayor does have veto power over specific actions taken by the seven councilmembers.  Councilmembers appoint a City Attorney and City Clerk. Meanwhile, the Mayor appoints a City Manager responsible for assigning all other department heads, including Public Utilities, among many others.  Overall, our mission is to deliver high-quality utility services in a professional, efficient, and environmentally responsible manner to ensure the health and safety of our community.  Our Community  As the only California city located between two National Parks, residents and visitors enjoy Fresno's proximity to Yosemite, Kings Canyon, and Sequoia National Parks. With approximately 300 days of sunshine each year, the Mediterranean climate allows for year-round recreational activities, including sailing, snow and water skiing, fishing, backpacking, and golfing.   Living in Fresno has the benefit of urban amenities and the unique charm of a suburban atmosphere. Housing options are lower than California's other major metropolitan areas. There are four large school districts in Fresno, including Fresno Unified, Central Unified, Sanger Unified, Clovis Unified, and a variety of private educational institutions.   The city is also home to colleges and universities, most notably California State University, Fresno. Residents enjoy various social, cultural, and athletic activities in an affordable and clean community environment.     Equal Opportunity Employer     We welcome applicants of any race, gender, religion, ancestry or disability. For more information, please refer to our Career Opportunities web page on the City of Fresno web site.  Closing Date/Time: 11/30/2024
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        Position Description     The Department of Public Utilities is currently recruiting for two Assistant Director positions to oversee the Wastewater and Water Divisions. The Water Division incumbent is responsible for the daily operations of the Division and works directly with Division Managers. This position includes oversight of: three surface water treatment facilities; 270 municipal wells; groundwater wellhead treatment facilities; approximately 1,900- miles of water transmission and distribution systems; regulatory compliance; annual budget preparation and rate development; development of various organizational programs; water resource management and long-range planning.   The Assistant Director for the Wastewater Division is responsible for the daily operations of the division and works directly with division managers. This position includes oversight of: the Fresno-Clovis Regional Wastewater Reclamation Facility and North Fresno Wastewater Reclamation Facility; an ELAP accredited environmental laboratory; 1,600 miles of sanitary sewer, 15 lift stations and 24,000 access structures; 182 full-time employees with a large variety of functions; regulatory compliance; pretreatment program; annual budget preparation; rate development; development of various organizational programs; wastewater resource management; and long-range planning.   Incumbents will exercise considerable judgment and discretion in the administration and direction of the department and its operations. In addition, the Assistant Director acts as technical advisor to the Director and City Manager and attends meetings of the City Council, boards, commissions, and committees relevant to public utilities and related services. The Assistant Director participates in the preparation and administration of the Department's annual operating and capital budgets and is expected to coordinate activities with other departments within the City of Fresno, as well as division sections and outside agencies.  These are unclassified positions in which the incumbent serves at the will of the Department Director.     Pay,Benefits, & Work Schedule     Compensation and Benefits The City of Fresno offers an attractive and competitive salary and benefits package. The salary for the Assistant Director is $115,056 up to $192,888. The employee benefits package, as noted below, is subject to change and includes:  Retirement: Fresno City Retirement System; reciprocity with other public California systems. The City's pension funds are among the best- funded public systems in California and the nation. The City does not participate in Social Security.  Health Insurance: The City maintains a PPO plan through the City of Fresno Health and Welfare Trust. The City contributes toward the current monthly premium for medical, prescription, dental, and vision for employee and dependents.  Flexible Spending Account Program: The City maintains IRS Section 125 Plan that includes spending accounts for health care and dependent care.   Auto Allowance: Dependent upon provisions set forth in Administrative Order 2-2.  Deferred Compensation: 457 plan available which allows tax contribution up to IRS determined limits.  Management Leave: 80 hours (pro-rated) per fiscal year with an annual cash out provision.  Supplemental Management Leave: Up to 32 hours at the discretion of the City Manager. This leave may be placed in a retiree Heath Reimbursement Arrangement account.  Annual Leave: Accrue 15.50 hours per month, with cash out provisions.   Holidays: Ten (10) City-observed holidays annually, plus birthday and two (2) personal days per year.  Life Insurance: Equal to annual salary; premium paid by City.  Long-Term Disability: City pays premium for 66.66% of monthly salary up to $7,500 per month after 30 days.  Deferred Retirement Option Program (DROP): DROP is an optional, voluntary program that allows for retirement benefits deposited in a special savings account within the Retirement System while continuing to work for the City of Fresno. To participate, must be at least age 50 with 5 years of service. Benefits include: ownership of DROP account monies; compound interest earnings; and alternative distribution options.     The Requirements     Possession of a Professional Engineer license; AND five (5) years of progressively responsible leadership and management experience in a large public utility providing water, sewer, solid waste, or planning services.  OR  A Bachelor's Degree from an accredited college or university in engineering, sciences, business or public administration, planning, architecture or related field; AND six (6) years of progressively responsible leadership and management experience in a large public utility providing water, sewer, solid waste or planning services. Additional qualifying experience may be substituted for education on a year for year basis, up to a maximum of two years.   Possession, at time of appointment and continued maintenance, of a valid California Driver License is required.  Candidates for this position should have demonstrated in-depth knowledge of the day- to-day operations of public utility services; strong management and planning skills; the ability to communicate effectively with executive management, technical resources and partner agency liaisons; a thorough understanding of compliance with legal mandates; possess the ability to implement and sustain a comprehensive information and technology environment by developing and implementing strategic plans for continuous expansion and improvement of utility services. An appreciation of diversity and the strength it brings to the workplace is essential.     How To Apply     If you are interested in this outstanding opportunity, please submit a letter of interest, resume, and five references and verification of education to:  Leshea Tarver, Sr HR/Risk Analyst Email: leshea.tarver@fresno.gov  Or apply on-line at: www.fresno.gov/jobs  This recruitment is Open Until Filled.     Selection Process     We will select a group of candidates to participate in the interview process depending on their qualifications.     Other Information     The Department of Public Utilities (DPU) provides reliable, efficient, low-cost water, wastewater, and solid waste services to Fresno. DPU strives to provide the highest level of service through innovative technology, extensive planning efforts, process improvement, employee development, and teamwork. To accomplish those goals, the 2024 Fiscal Year Budget includes funding for 612 full-time positions with $388.7 million allotted for all activities.  Our department is organized into four divisions:   -Administration/Utility Planning and Engineering - Coordinates all utility services, including oversight and support for each operating division.   -Water Division - Manages operates the City of Fresno's water system, delivering drinking water to about 500,000 customers.   -Wastewater Management - Provides wastewater collection, treatment, and reclamation services.   -Solid Waste - Collects and manages green waste, refuse, and recyclables across the entire city.  Our Organization The City of Fresno is the fifth-largest city in the state of California and is a full- service charter city that operates under a "strong mayor" form of government. The Mayor is elected at large but does not serve on the City Council. However, the Mayor does have veto power over specific actions taken by the seven councilmembers.  Councilmembers appoint a City Attorney and City Clerk. Meanwhile, the Mayor appoints a City Manager responsible for assigning all other department heads, including Public Utilities, among many others.  Overall, our mission is to deliver high-quality utility services in a professional, efficient, and environmentally responsible manner to ensure the health and safety of our community.  Our Community  As the only California city located between two National Parks, residents and visitors enjoy Fresno's proximity to Yosemite, Kings Canyon, and Sequoia National Parks. With approximately 300 days of sunshine each year, the Mediterranean climate allows for year-round recreational activities, including sailing, snow and water skiing, fishing, backpacking, and golfing.   Living in Fresno has the benefit of urban amenities and the unique charm of a suburban atmosphere. Housing options are lower than California's other major metropolitan areas. There are four large school districts in Fresno, including Fresno Unified, Central Unified, Sanger Unified, Clovis Unified, and a variety of private educational institutions.   The city is also home to colleges and universities, most notably California State University, Fresno. Residents enjoy various social, cultural, and athletic activities in an affordable and clean community environment.     Equal Opportunity Employer     We welcome applicants of any race, gender, religion, ancestry or disability. For more information, please refer to our Career Opportunities web page on the City of Fresno web site.  Closing Date/Time: 11/30/2024
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            Position Description     The City of Fresno is recruiting an Assistant Director who will oversee the Administration Division of the Capital Projects Department.   The Assistant Director for Administration is responsible for the daily operations of the division and works directly with division managers and the team to support the entire department. The Capital Administration Division includes the Budget and Compliance Section, Project Management Office (PMO) Section, Real Estate Section and Personnel Section.  Incumbents will exercise considerable judgment and discretion in the administration and direction of the department and its operations. In addition, the Assistant Director acts as technical advisor to the Director and City Manager and attends meetings of the City Council, boards, commissions, and committees relevant to capital projects and related services. The Assistant Director participates in the preparation and administration of the Department's annual operating and capital budgets and is expected to coordinate activities with other departments within the City of Fresno, as well as division sections and outside agencies.  This is an unclassified position which the incumbent serves at the will of the Department Director.     Pay,Benefits, & Work Schedule     The City of Fresno offers an attractive and competitive salary and benefits package. The salary for the Assistant Director is $115,056 up to $192,888. The employee benefits package, as noted below, is subject to change and includes:  Retirement: Fresno City Retirement System; reciprocity with other public California systems. The City's pension funds are among the best-funded public systems in California and the nation. The City does not participate in Social Security. DROP (Deferred Retirement Option Program): an optional, voluntary program that allows an employee to deposit retirement benefits in a special savings account within the Retirement System while continuing to work for the City of Fresno for up to 10 years. Participation minimum is age 50 and vested. Benefits includes ownership of accumulated funds, compound interest earnings, and alternative distribution options.  Health Insurance: The City contributes toward monthly premiums for PPO medical, dental and vision for employee and dependents.  Flexible Spending Account Program: IRS 125 Plan for health and dependent care expenses.  Auto Allowance: May be granted by the City Manager consistent with Administrative Order 2-2.   Deferred Compensation: Voluntary 457 plan with Fidelity Investments to increase your retirement savings. City contributes up to $75 per month.   Management Leave: 80 hours (pro-rated) per fiscal year with an annual cash out provision.   Supplemental Management Leave: Up to 32 hours at the discretion of the City Manager. This leave may be placed in a retiree Health Reimbursement Arrangement account.  Annual Leave: Accrue 15.5 hours of annual leave per month with a limited cash out provision.   Supplemental Sick: 40 hours per fiscal year. 80 hours lifetime maximum.  Holidays: Ten (10) City-observed holidays annually, plus birthday and two (2) personal days per year.   Life Insurance: Equal to annual salary; premium paid by City.   Long-Term Disability: City pays premium for 66.66% of monthly salary up to $7,500 per month after 30 days.   Additional information regarding the City of Fresno is available at www.fresno.gov     The Requirements     Graduation from an accredited college or university with a Bachelor's Degree in Business Administration, Public Administration, Organizational Leadership, Engineering, Architecture, Construction Management, or degree field(s) as deemed acceptable by the Director of Personnel Services and the appointing authority.   -AND-   Five (5) years of directly related management experience as deemed acceptable by the Director of Personnel Services and the appointing authority.   OR  Nine (9) years of directly related experience including five (5) years at a management level.  Preferred qualifications include: - Masters in Business Administration, Engineering or Project Management.  - Project Management Professional certification through Project Management Institute (PMI)     Additional Requirements     IDEAL CANDIDATE:  Fresno is seeking an experienced, engaged and strong leader who will assist in the implementation of the long-range vision for the Capital Projects Department and lead the Capital Administration Division..   A candidate with a capacity for independent, innovative solution-oriented thinking would do well in this position, as would someone with demonstrated knowledge and experience in leading capital projects with a thorough understanding of compliance and legal mandates. The ideal candidate will have a record of straightforward and open communication and a willingness to make effective decisions within the parameters of the position, as well as the ability to act calmly and quickly in emergency situations or under adverse conditions.  The ideal candidate will have a strong foundation in the core functions of the Capital Administration Division, while also having the aptitude to take on key Department initiatives. Someone that is strategic and forward thinking, and who embodies a public servant leadership style is critical. The ideal candidate will help establish a culture within the department of always trying to improve in process and efficiency. The role of the Project Management Office (PMO) is essential to the success of the entire department and leading the establishment of the PMO is mission critical.     Selection Process     If you are interested in this outstanding opportunity, please submit a letter of interest, resume, five references and verification of education to: leshea.tarver@fresno.gov  Applications may be submitted at www.fresno.gov/jobs  Inquiries should be directed to:  Leshea Tarver, Senior Human Resources Analyst  (559) 621-6950  leshea.tarver@fresno.gov   For information on how to complete an on-line application, please view "Instruction Guide" on the City's website, Personnel Services Career Opportunities page, or call (559) 621-6950 for assistance. After the final filing date, completed applications will be reviewed and a select group of candidates will be invited to interview.     Additional Information     The Capital Projects Department is responsible for the design and construction of the City's Capital Projects.  Our mission is to develop capital projects that deliver value to our stakeholders by providing innovative solutions that meet their needs. We deliver public infrastructure projects in a timely and cost-effective manner for a variety of City departments and for a wide variety of projects such as parks, public safety facilities, sewer and water facilities, public buildings, roadways, and pedestrian/bicycle projects. We strive to achieve this by leveraging our expertise in project management, engineering, and construction to deliver high-quality projects on time and within budget. Our goal is to build long-term relationships with our clients by providing exceptional service and exceeding their expectations.  Our department is organized into five divisions: -Capital Administration: The Capital Administration Division provides support for the entire department by providing several key support functions.  -Design Services: In-house design and project management teams focused on project delivery for transportation, utility, parks, fire and police projects.  -Transportation Project Management: Project management teams focused on project delivery for transportation projects.  -Utilities and On-Site Project Management: Project management teams focused on project delivery for utility, parks, fire and police projects.  -Construction Management: Oversees the construction of City capital projects.  THE DIVISION The Capital Administration Division has 21 full time positions across four distinct sections, including the Budget and Compliance Section which includes Finance Administration, Project Management Office (PMO) Section, Real Estate Section and Personnel Section. The Capital Administration Division provides support for the entire department by providing several key support functions including department budget and financial management, Project Labor Agreement and National Targeting Hiring reporting and compliance, Project Management Office (PMO) functions, real estate acquisition and disposal support and personnel support. The new Assistant Director will come during an exciting and dynamic time to help build and mentor the team.   OUR ORGANIZATION The City of Fresno is the fifth-largest city in the state of California and is a full-service charter city that operates under a "strong mayor" form of government. The Mayor is elected at large and does not serve on the Council but has veto power over certain actions taken by the City Council. The City Manager, who is appointed by the Mayor, is responsible for appointing all other department heads in the City. There are seven Council Members. The Council appoints the City Attorney and the City Clerk.  OUR COMMUNITY As the only California city located amongst three National Parks, residents and visitors enjoy Fresno's proximity to Yosemite, Kings Canyon, and Sequoia National Parks. With approximately 300 days of sunshine each year, the Mediterranean climate allows for year-round recreational activities, including sailing, snow and water skiing, fishing, backpacking, and golfing.   Living in Fresno has the benefit of urban amenities and the unique charm of a suburban atmosphere. Housing prices are typically lower than California's other major metropolitan areas. There are four large school districts in Fresno, including Fresno Unified, Central Unified, Sanger Unified, Clovis Unified, and a variety of private educational institutions.   The city is also home to colleges and universities, most notably California State University, Fresno as well as Fresno City College and Fresno Pacific University. Residents enjoy various social, cultural, and athletic activities in an affordable community environment.     Equal Opportunity Employer     We welcome applicants of any race, gender, religion, ancestry or disability. For more information, please refer to our Career Opportunities web page on the City of Fresno web site.  Closing Date/Time: 07/01/2024
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        Position Description     The City of Fresno is recruiting an Assistant Director who will oversee the Administration Division of the Capital Projects Department.   The Assistant Director for Administration is responsible for the daily operations of the division and works directly with division managers and the team to support the entire department. The Capital Administration Division includes the Budget and Compliance Section, Project Management Office (PMO) Section, Real Estate Section and Personnel Section.  Incumbents will exercise considerable judgment and discretion in the administration and direction of the department and its operations. In addition, the Assistant Director acts as technical advisor to the Director and City Manager and attends meetings of the City Council, boards, commissions, and committees relevant to capital projects and related services. The Assistant Director participates in the preparation and administration of the Department's annual operating and capital budgets and is expected to coordinate activities with other departments within the City of Fresno, as well as division sections and outside agencies.  This is an unclassified position which the incumbent serves at the will of the Department Director.     Pay,Benefits, & Work Schedule     The City of Fresno offers an attractive and competitive salary and benefits package. The salary for the Assistant Director is $115,056 up to $192,888. The employee benefits package, as noted below, is subject to change and includes:  Retirement: Fresno City Retirement System; reciprocity with other public California systems. The City's pension funds are among the best-funded public systems in California and the nation. The City does not participate in Social Security. DROP (Deferred Retirement Option Program): an optional, voluntary program that allows an employee to deposit retirement benefits in a special savings account within the Retirement System while continuing to work for the City of Fresno for up to 10 years. Participation minimum is age 50 and vested. Benefits includes ownership of accumulated funds, compound interest earnings, and alternative distribution options.  Health Insurance: The City contributes toward monthly premiums for PPO medical, dental and vision for employee and dependents.  Flexible Spending Account Program: IRS 125 Plan for health and dependent care expenses.  Auto Allowance: May be granted by the City Manager consistent with Administrative Order 2-2.   Deferred Compensation: Voluntary 457 plan with Fidelity Investments to increase your retirement savings. City contributes up to $75 per month.   Management Leave: 80 hours (pro-rated) per fiscal year with an annual cash out provision.   Supplemental Management Leave: Up to 32 hours at the discretion of the City Manager. This leave may be placed in a retiree Health Reimbursement Arrangement account.  Annual Leave: Accrue 15.5 hours of annual leave per month with a limited cash out provision.   Supplemental Sick: 40 hours per fiscal year. 80 hours lifetime maximum.  Holidays: Ten (10) City-observed holidays annually, plus birthday and two (2) personal days per year.   Life Insurance: Equal to annual salary; premium paid by City.   Long-Term Disability: City pays premium for 66.66% of monthly salary up to $7,500 per month after 30 days.   Additional information regarding the City of Fresno is available at www.fresno.gov     The Requirements     Graduation from an accredited college or university with a Bachelor's Degree in Business Administration, Public Administration, Organizational Leadership, Engineering, Architecture, Construction Management, or degree field(s) as deemed acceptable by the Director of Personnel Services and the appointing authority.   -AND-   Five (5) years of directly related management experience as deemed acceptable by the Director of Personnel Services and the appointing authority.   OR  Nine (9) years of directly related experience including five (5) years at a management level.  Preferred qualifications include: - Masters in Business Administration, Engineering or Project Management.  - Project Management Professional certification through Project Management Institute (PMI)     Additional Requirements     IDEAL CANDIDATE:  Fresno is seeking an experienced, engaged and strong leader who will assist in the implementation of the long-range vision for the Capital Projects Department and lead the Capital Administration Division..   A candidate with a capacity for independent, innovative solution-oriented thinking would do well in this position, as would someone with demonstrated knowledge and experience in leading capital projects with a thorough understanding of compliance and legal mandates. The ideal candidate will have a record of straightforward and open communication and a willingness to make effective decisions within the parameters of the position, as well as the ability to act calmly and quickly in emergency situations or under adverse conditions.  The ideal candidate will have a strong foundation in the core functions of the Capital Administration Division, while also having the aptitude to take on key Department initiatives. Someone that is strategic and forward thinking, and who embodies a public servant leadership style is critical. The ideal candidate will help establish a culture within the department of always trying to improve in process and efficiency. The role of the Project Management Office (PMO) is essential to the success of the entire department and leading the establishment of the PMO is mission critical.     Selection Process     If you are interested in this outstanding opportunity, please submit a letter of interest, resume, five references and verification of education to: leshea.tarver@fresno.gov  Applications may be submitted at www.fresno.gov/jobs  Inquiries should be directed to:  Leshea Tarver, Senior Human Resources Analyst  (559) 621-6950  leshea.tarver@fresno.gov   For information on how to complete an on-line application, please view "Instruction Guide" on the City's website, Personnel Services Career Opportunities page, or call (559) 621-6950 for assistance. After the final filing date, completed applications will be reviewed and a select group of candidates will be invited to interview.     Additional Information     The Capital Projects Department is responsible for the design and construction of the City's Capital Projects.  Our mission is to develop capital projects that deliver value to our stakeholders by providing innovative solutions that meet their needs. We deliver public infrastructure projects in a timely and cost-effective manner for a variety of City departments and for a wide variety of projects such as parks, public safety facilities, sewer and water facilities, public buildings, roadways, and pedestrian/bicycle projects. We strive to achieve this by leveraging our expertise in project management, engineering, and construction to deliver high-quality projects on time and within budget. Our goal is to build long-term relationships with our clients by providing exceptional service and exceeding their expectations.  Our department is organized into five divisions: -Capital Administration: The Capital Administration Division provides support for the entire department by providing several key support functions.  -Design Services: In-house design and project management teams focused on project delivery for transportation, utility, parks, fire and police projects.  -Transportation Project Management: Project management teams focused on project delivery for transportation projects.  -Utilities and On-Site Project Management: Project management teams focused on project delivery for utility, parks, fire and police projects.  -Construction Management: Oversees the construction of City capital projects.  THE DIVISION The Capital Administration Division has 21 full time positions across four distinct sections, including the Budget and Compliance Section which includes Finance Administration, Project Management Office (PMO) Section, Real Estate Section and Personnel Section. The Capital Administration Division provides support for the entire department by providing several key support functions including department budget and financial management, Project Labor Agreement and National Targeting Hiring reporting and compliance, Project Management Office (PMO) functions, real estate acquisition and disposal support and personnel support. The new Assistant Director will come during an exciting and dynamic time to help build and mentor the team.   OUR ORGANIZATION The City of Fresno is the fifth-largest city in the state of California and is a full-service charter city that operates under a "strong mayor" form of government. The Mayor is elected at large and does not serve on the Council but has veto power over certain actions taken by the City Council. The City Manager, who is appointed by the Mayor, is responsible for appointing all other department heads in the City. There are seven Council Members. The Council appoints the City Attorney and the City Clerk.  OUR COMMUNITY As the only California city located amongst three National Parks, residents and visitors enjoy Fresno's proximity to Yosemite, Kings Canyon, and Sequoia National Parks. With approximately 300 days of sunshine each year, the Mediterranean climate allows for year-round recreational activities, including sailing, snow and water skiing, fishing, backpacking, and golfing.   Living in Fresno has the benefit of urban amenities and the unique charm of a suburban atmosphere. Housing prices are typically lower than California's other major metropolitan areas. There are four large school districts in Fresno, including Fresno Unified, Central Unified, Sanger Unified, Clovis Unified, and a variety of private educational institutions.   The city is also home to colleges and universities, most notably California State University, Fresno as well as Fresno City College and Fresno Pacific University. Residents enjoy various social, cultural, and athletic activities in an affordable community environment.     Equal Opportunity Employer     We welcome applicants of any race, gender, religion, ancestry or disability. For more information, please refer to our Career Opportunities web page on the City of Fresno web site.  Closing Date/Time: 07/01/2024
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            Position Description     Be part of the City of Fresno's new Animal Center Department! The Director will be part of the collective and strategic planning in staffing the new state of the art clinic and developing the program, while embodying the goals, innovation, and animal care compassion that the City Manager envisions for the center and the community.   Reporting to the Office of the City Manager, the Director will oversee the day-to-day activities of the center, providing oversight and support in the development and implementation of department policies and procedures, and managing current issues and priorities. The Director will make critical decisions to resolve emergency situations and to ensure the continuity of services and operations. The director is responsible for fulfilling key objectives, directing and leading animal center staff, developing and managing the department budget, ensuring compliance with all local, state and federal laws and regulations, ensuring high quality animal care, and ensuring the cleanliness and maintenance of the center. The incumbent will work directly with the staff, volunteers, City Manager and key stakeholders in furthering the department goals and objectives.   The ideal candidate for this critical position will be a compassionate leader, with a highly collaborative management style who embodies a culture of customer service. The incumbent should possess strong organizational and interpersonal skills, be a person who will promote and embody a motivating work environment, and be committed to ensuring the safety of staff and animals are at the forefront of all department activities. With many key objectives to fulfill, it is important that the ideal candidate be a flexible and strategic thought leader who can identify needs and provide sound recommendations to City leadership.   The ideal candidate should possess knowledge in animal care services such as field and kennel operations, volunteer and adoption programs, and public relations. In addition, qualified candidates must possess: any combination of education and experience that has provided the knowledge, skills and abilities necessary for an Animal Center Director may be considered qualifying. A typical way of obtaining the required qualifications is to possess five years of increasingly responsible directly related management experience, including three years at the supervisory level, and a Bachelor's degree in public or business administration, or related field. A Master's degree is highly desirable.  Possession and continued maintenance of a valid California Driver's License is required at time of appointment.  Incumbents may be required to work nights, weekends and holidays and respond to after-hours emergencies as needed. The incumbent will be exposed to a working environment with animals (primarily dogs and cats) which may lead to possible exposure of unpleasant odors and noises, allergens, interactions with animals, and possible exposure to zoonotic diseases; and will be required to handle and restrain animals humanely and safely using approved protocols and practices.  This is an unclassified position in which the incumbent serves at the will of the City Manager.     Pay,Benefits, & Work Schedule     The City of Fresno offers an attractive and competitive salary and benefits package. The salary range for this position is between $143,496-$226,536. The employee benefits package, as noted below, is subject to change and includes:  - Retirement: Fresno City Retirement System; reciprocity with other public California systems. The City's pension funds are among the best-funded public systems in California. The City does not participate in Social Security. - Health Insurance: City contributes toward the current monthly premium for medical, dental, and vision for employee and dependents. - Flexible Spending Account: IRS 125 Plan for health/dependent care. - Deferred Compensation: 457 plan available. - Auto Allowance: Employees in this classification may be provided with an auto allowance of $300 per month. - Management Leave: 80 hours per fiscal year, prorated with cash out provision. - Supplemental Management Leave: May be granted up to 32 hours per fiscal year upon City Manager approval. This leave may be placed in a retiree Health Reimbursement Arrangement account. - Annual Leave: Accrue 15.50 hours per month, with cash out provision.. - Holidays: Ten (10) City-observed holidays annually, plus birthday and two (2) personal days per year. - Life Insurance: Equal to annual salary; premium paid by City. - Long-Term Disability: City pays premium for 66.66% of monthly salary up to $7,500 per month after 30 days. - Deferred Retirement Option Program (DROP): DROP is an optional, voluntary program that allows for retirement benefits deposited in a special savings account within your Retirement System while continuing to work for the City of Fresno. To participate, must be at least age 50 with 5 years of service. Benefits include ownership of DROP account monies; compound interest earnings; and alternative distribution options. - Health Reimbursement Arrangement (HRA): Eligible retirees can use remaining Sick Leave balance at 80% of hourly rate and other leave balances, if applicable, to reimburse medical insurance and qualified medical expenses, tax free.     How To Apply     To pursue this phenomenal career opportunity, please visit our website at www.fresno.gov/jobs. To apply, please complete an employment application and upload your letter of interest, resume, and five work-related references.   This recruitment is Open Until Filled and may close at any time. Applications will be reviewed and a select group of candidates will be invited to interview. Applicants deemed to have the most relevant qualifications will be referred for further consideration. First consideration of applications: Week of April 8, 2024.  If you have any questions regarding this position, please feel free to contact Sandra Chavez Martin, Assistant Director at 559-621-6988 or by email: Sandra.chavezmartin@fresno.gov     Other Information     Department Highlight The Animal Center was built by the City of Fresno to provide state-mandated animal control services. Our Center provides temporary kennels for Fresno's homeless pet population while they wait to be reclaimed by their owners. If unclaimed, the pet is then adopted into a forever home. Our mission is to increase live outcomes for animals by reducing the euthanasia rate. With guidance from our partners, we strive to reunite pets with their owners by providing resources to City of Fresno residents.  The Animal Center includes four divisions: Administration, Community Engagement, Animal Services and Veterinary Services.  ADMINISTRATION: - This division is responsible for day-to-day administrative functions including budget, finance, personnel management, policy and procedure development, safety and risk management, licensing, purchasing and procurement, volunteer recruitments, data analytics and transparency reporting, and grant funding opportunities.   COMMUNITY ENGAGEMENT: - This division is responsible for outreach with the purpose of increasing life-saving outcomes via adoptions, fostering, rescue transfer programs, and transport. - This division is comprised of the Animal Resource Officer team, the Community outreach team, and the Animal Services Representative Team.  - Animal Resource Officers work in the field and respond to at-large animal concerns, bite cases, and potential endangered animal calls; the Community outreach team focusing on community education and outreach, and placing animals into their forever homes; and our Animal Services team are often the first point of contact for the public, providing customer service in person or by phone.   ANIMAL SERVICES: - The Animal Service Division is primarily responsible for animal intake health assessment and vaccination to ensure the health of the animal entering the center and the protection of animals in the kennels by mitigation of contagious diseases. Includes daily deep cleaning of kennels, continuous removal of animal waste during the day, feeding, visual assessments, and appropriate behavior and enrichment including time in play yards to ensure the mental and behavioral well-being of the animals. - The behavior team is responsible for building and recommending enrichment plans for center animals as well as assessing animals that come into the center.   VETERINARY SERVICES: - The veterinary team is responsible for the medical care of all center animals. They make medical assessments of the animals, recommend and implement treatments as needed, and care for sick or injured animals housed at the center.     The Community     The Community The City of Fresno is located in the heart of the state of California in the fertile San Joaquin Valley. From the agricultural fields on the valley floor to the snow-capped peaks of the Sierra Nevada Mountain range, the Fresno area offers something for everyone. With a population of approximately 540,000 residents, Fresno is the fifth-largest city in California and serves as the financial, industrial, trade, and commercial capital of the central San Joaquin Valley.   The City is located amongst three National Parks, residents and visitors enjoy Fresno's proximity to Yosemite, Kings Canyon, and Sequoia National Parks. With approximately 300 days of sunshine each year, the Mediterranean climate allows for year-round recreational activities, including sailing, snow and water skiing, fishing, backpacking, and golfing. Living in Fresno has the benefit of urban amenities and the unique charm of a suburban atmosphere. Housing prices are typically lower than California's other major metropolitan areas. There are four large school districts including Fresno Unified, Central Unified, Sanger Unified, and Clovis Unified, and a variety of private institutions.   The City is also home to colleges and universities, most notably California State University, Fresno as well as Fresno City College and Fresno Pacific University. Residents enjoy various social, cultural, and athletic activities in an affordable community environment.  City Government Fresno is a full-service charter city operating under a strong mayor form of government. The Mayor is elected at large and does not serve on the Council but has veto power over certain actions taken by the City Council. There are seven Council Members. The Council appoints the City Attorney and the City Clerk. The City Manager, who is appointed by the Mayor, is responsible for appointing all other department heads in the City.     Equal Opportunity Employer     The City of Fresno is an Equal Opportunity Employer.  Closing Date/Time: 05/22/2024
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        Position Description     Be part of the City of Fresno's new Animal Center Department! The Director will be part of the collective and strategic planning in staffing the new state of the art clinic and developing the program, while embodying the goals, innovation, and animal care compassion that the City Manager envisions for the center and the community.   Reporting to the Office of the City Manager, the Director will oversee the day-to-day activities of the center, providing oversight and support in the development and implementation of department policies and procedures, and managing current issues and priorities. The Director will make critical decisions to resolve emergency situations and to ensure the continuity of services and operations. The director is responsible for fulfilling key objectives, directing and leading animal center staff, developing and managing the department budget, ensuring compliance with all local, state and federal laws and regulations, ensuring high quality animal care, and ensuring the cleanliness and maintenance of the center. The incumbent will work directly with the staff, volunteers, City Manager and key stakeholders in furthering the department goals and objectives.   The ideal candidate for this critical position will be a compassionate leader, with a highly collaborative management style who embodies a culture of customer service. The incumbent should possess strong organizational and interpersonal skills, be a person who will promote and embody a motivating work environment, and be committed to ensuring the safety of staff and animals are at the forefront of all department activities. With many key objectives to fulfill, it is important that the ideal candidate be a flexible and strategic thought leader who can identify needs and provide sound recommendations to City leadership.   The ideal candidate should possess knowledge in animal care services such as field and kennel operations, volunteer and adoption programs, and public relations. In addition, qualified candidates must possess: any combination of education and experience that has provided the knowledge, skills and abilities necessary for an Animal Center Director may be considered qualifying. A typical way of obtaining the required qualifications is to possess five years of increasingly responsible directly related management experience, including three years at the supervisory level, and a Bachelor's degree in public or business administration, or related field. A Master's degree is highly desirable.  Possession and continued maintenance of a valid California Driver's License is required at time of appointment.  Incumbents may be required to work nights, weekends and holidays and respond to after-hours emergencies as needed. The incumbent will be exposed to a working environment with animals (primarily dogs and cats) which may lead to possible exposure of unpleasant odors and noises, allergens, interactions with animals, and possible exposure to zoonotic diseases; and will be required to handle and restrain animals humanely and safely using approved protocols and practices.  This is an unclassified position in which the incumbent serves at the will of the City Manager.     Pay,Benefits, & Work Schedule     The City of Fresno offers an attractive and competitive salary and benefits package. The salary range for this position is between $143,496-$226,536. The employee benefits package, as noted below, is subject to change and includes:  - Retirement: Fresno City Retirement System; reciprocity with other public California systems. The City's pension funds are among the best-funded public systems in California. The City does not participate in Social Security. - Health Insurance: City contributes toward the current monthly premium for medical, dental, and vision for employee and dependents. - Flexible Spending Account: IRS 125 Plan for health/dependent care. - Deferred Compensation: 457 plan available. - Auto Allowance: Employees in this classification may be provided with an auto allowance of $300 per month. - Management Leave: 80 hours per fiscal year, prorated with cash out provision. - Supplemental Management Leave: May be granted up to 32 hours per fiscal year upon City Manager approval. This leave may be placed in a retiree Health Reimbursement Arrangement account. - Annual Leave: Accrue 15.50 hours per month, with cash out provision.. - Holidays: Ten (10) City-observed holidays annually, plus birthday and two (2) personal days per year. - Life Insurance: Equal to annual salary; premium paid by City. - Long-Term Disability: City pays premium for 66.66% of monthly salary up to $7,500 per month after 30 days. - Deferred Retirement Option Program (DROP): DROP is an optional, voluntary program that allows for retirement benefits deposited in a special savings account within your Retirement System while continuing to work for the City of Fresno. To participate, must be at least age 50 with 5 years of service. Benefits include ownership of DROP account monies; compound interest earnings; and alternative distribution options. - Health Reimbursement Arrangement (HRA): Eligible retirees can use remaining Sick Leave balance at 80% of hourly rate and other leave balances, if applicable, to reimburse medical insurance and qualified medical expenses, tax free.     How To Apply     To pursue this phenomenal career opportunity, please visit our website at www.fresno.gov/jobs. To apply, please complete an employment application and upload your letter of interest, resume, and five work-related references.   This recruitment is Open Until Filled and may close at any time. Applications will be reviewed and a select group of candidates will be invited to interview. Applicants deemed to have the most relevant qualifications will be referred for further consideration. First consideration of applications: Week of April 8, 2024.  If you have any questions regarding this position, please feel free to contact Sandra Chavez Martin, Assistant Director at 559-621-6988 or by email: Sandra.chavezmartin@fresno.gov     Other Information     Department Highlight The Animal Center was built by the City of Fresno to provide state-mandated animal control services. Our Center provides temporary kennels for Fresno's homeless pet population while they wait to be reclaimed by their owners. If unclaimed, the pet is then adopted into a forever home. Our mission is to increase live outcomes for animals by reducing the euthanasia rate. With guidance from our partners, we strive to reunite pets with their owners by providing resources to City of Fresno residents.  The Animal Center includes four divisions: Administration, Community Engagement, Animal Services and Veterinary Services.  ADMINISTRATION: - This division is responsible for day-to-day administrative functions including budget, finance, personnel management, policy and procedure development, safety and risk management, licensing, purchasing and procurement, volunteer recruitments, data analytics and transparency reporting, and grant funding opportunities.   COMMUNITY ENGAGEMENT: - This division is responsible for outreach with the purpose of increasing life-saving outcomes via adoptions, fostering, rescue transfer programs, and transport. - This division is comprised of the Animal Resource Officer team, the Community outreach team, and the Animal Services Representative Team.  - Animal Resource Officers work in the field and respond to at-large animal concerns, bite cases, and potential endangered animal calls; the Community outreach team focusing on community education and outreach, and placing animals into their forever homes; and our Animal Services team are often the first point of contact for the public, providing customer service in person or by phone.   ANIMAL SERVICES: - The Animal Service Division is primarily responsible for animal intake health assessment and vaccination to ensure the health of the animal entering the center and the protection of animals in the kennels by mitigation of contagious diseases. Includes daily deep cleaning of kennels, continuous removal of animal waste during the day, feeding, visual assessments, and appropriate behavior and enrichment including time in play yards to ensure the mental and behavioral well-being of the animals. - The behavior team is responsible for building and recommending enrichment plans for center animals as well as assessing animals that come into the center.   VETERINARY SERVICES: - The veterinary team is responsible for the medical care of all center animals. They make medical assessments of the animals, recommend and implement treatments as needed, and care for sick or injured animals housed at the center.     The Community     The Community The City of Fresno is located in the heart of the state of California in the fertile San Joaquin Valley. From the agricultural fields on the valley floor to the snow-capped peaks of the Sierra Nevada Mountain range, the Fresno area offers something for everyone. With a population of approximately 540,000 residents, Fresno is the fifth-largest city in California and serves as the financial, industrial, trade, and commercial capital of the central San Joaquin Valley.   The City is located amongst three National Parks, residents and visitors enjoy Fresno's proximity to Yosemite, Kings Canyon, and Sequoia National Parks. With approximately 300 days of sunshine each year, the Mediterranean climate allows for year-round recreational activities, including sailing, snow and water skiing, fishing, backpacking, and golfing. Living in Fresno has the benefit of urban amenities and the unique charm of a suburban atmosphere. Housing prices are typically lower than California's other major metropolitan areas. There are four large school districts including Fresno Unified, Central Unified, Sanger Unified, and Clovis Unified, and a variety of private institutions.   The City is also home to colleges and universities, most notably California State University, Fresno as well as Fresno City College and Fresno Pacific University. Residents enjoy various social, cultural, and athletic activities in an affordable community environment.  City Government Fresno is a full-service charter city operating under a strong mayor form of government. The Mayor is elected at large and does not serve on the Council but has veto power over certain actions taken by the City Council. There are seven Council Members. The Council appoints the City Attorney and the City Clerk. The City Manager, who is appointed by the Mayor, is responsible for appointing all other department heads in the City.     Equal Opportunity Employer     The City of Fresno is an Equal Opportunity Employer.  Closing Date/Time: 05/22/2024
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            Position Description     Be part of the City of Fresno's new Animal Center Department! The Veterinarian will be part of the collective and strategic planning in staffing the new state of the art clinic and developing the program, while embodying the goals, innovation, and animal care compassion that the City Manager envisions for the veterinary program and the community.   The ideal candidate will be a community centered leader, committed to practicing the highest standard of medicine and upholding the veterinary code of ethics. The incumbent will have a highly collaborative leadership style to ensure that a culture of customer service and care will be at the forefront of the center. With many key objectives to fulfill, the ideal candidate will be flexible and a strategic thought leader who can identify needs and provide sound recommendations to City leadership.   Reporting to the Animal Center Director, the Veterinarian is responsible for the full range of professional veterinary medical services in the care and treatment of animals including the development and implementation of policies and procedures relating to the operation and maintenance of the City of Fresno Animal Center. The incumbent works independently, exercises considerable latitude and judgment in applying current, advanced or specialized veterinary medical treatment performed at the animal center. Incumbents may be required to work nights, weekends and holidays and respond to after-hours emergencies as needed.   Duties of the Veterinarian include but are not limited to; establish medical standards and procedures for the maintenance of healthy, safe and sanitary conditions for all animals at the animal center; develop medical protocols to be followed by all medical and kennel staff; perform high volume, high-quality spay/neuter surgeries of animals, primarily dogs and cats; may perform other surgeries including administering anesthesia and/or other medications as medically necessary; provides consultation and education to pet owners and care takers; performs physical examinations, diagnoses and creates treatment plans for animals admitted to the animal center; administers immunizations; vaccinates and provides emergency treatment to animals, regularly reviews medical condition of animals quarantined, administers follow-up treatment to injured animals as necessary; directs care and feeding of exotic and unusual animals; trains appropriate staff in administering First Aid and vaccinations to animals, the humane performance of euthanasia as medically necessary and other paramedical duties. Must possess the ability to lift and restrain animals up to and over 50 pounds; and stand for extended periods of time with or without reasonable accommodation.   The ideal candidate should possess thorough knowledge in veterinary, treatment, prevention, control, surgical procedures, and care of a wide range of animals; knowledge of California state, federal, and municipal animal health laws and regulations governing the impounding, releasing and euthanasia of animals; and possess the ability to develop and implement goals, objectives, policies, procedures and work standards of staff. In addition, qualified candidates must possess: one (1) year of experience in the diagnosis and treatment of animals in a clinical setting, private practice or shelter environment, including the performance of surgery; and possession and continued maintenance of a valid license to practice veterinary medicine issued by the State of California Veterinary Medical Board. Veterinarians who are licensed in another State may be qualified but must acquire a valid license from the State of California to practice veterinary medicine at time of appointment. Note: A prospective veterinarian who is licensed in another state may be hired by the City of Fresno while in the process of obtaining their State of California license. The incumbent must acquire their California license within six (6) months of appointment and cannot practice or serve as the City's Veterinarian until such time valid license to practice veterinary medicine issued by the State of California Veterinary Medical Board is granted.   Possession and continued maintenance of a valid California Driver's License is required within sixty (60) days of appointment.  Must obtain valid Drug Enforcement Agency (DEA) license within ninety (90) days of hire and maintain a valid license while employed. May be required to hold the Veterinary Premises License issued by the State of California Veterinary Medical Board.   This is an unclassified position in which the incumbent serves at the will of the Director.     Pay,Benefits, & Work Schedule     The City of Fresno offers an attractive and competitive salary and benefits package. The salary range for this position is between $143,496-$226,536. The employee benefits package, as noted below, is subject to change and includes:  -Retirement: Fresno City Retirement System; reciprocity with other public California systems. The City's pension funds are among the best-funded public systems in California. The City does not participate in Social Security. - Health Insurance: City contributes toward the current monthly premium for medical, dental, and vision for employee and dependents. - Flexible Spending Account: IRS 125 Plan for health/dependent care. - Deferred Compensation: 457 plan available. - Auto Allowance: Employees in this classification may be provided with an auto allowance of $300 per month. - Management Leave: 80 hours per fiscal year with cash out provision. - Supplemental Management Leave: May be granted up to 32 hours per fiscal year upon City Manager approval. This leave may be placed in a retiree Health Reimbursement Arrangement account. - Annual Leave: Accrue 15.50 hours per month, with cash out provision.. - Holidays: Ten (10) City-observed holidays annually, plus birthday and two (2) personal days per year. - Life Insurance: Equal to annual salary; premium paid by City. - Long-Term Disability: City pays premium for 66.66% of monthly salary up to $7,500 per month after 30 days. - Deferred Retirement Option Program (DROP): DROP is an optional, voluntary program that allows for retirement benefits deposited in a special savings account within your Retirement System while continuing to work for the City of Fresno. To participate, must be at least age 50 with 5 years of service. Benefits include ownership of DROP account monies; compound interest earnings; and alternative distribution options. - Health Reimbursement Arrangement (HRA): Eligible retirees can use remaining Sick Leave balance at 80% of hourly rate and other leave balances, if applicable, to reimburse medical insurance and qualified medical expenses, tax free. - Professional training in high-quality, high-volume spay/neuter and can be made available by partner organizations such as UC Davis Koret Shelter Medicine Program, San Francisco SPCA, and Animal Balance. - Professional support and development from award winning Chaffee zoo including sharing animal care experiences and supporting other educational opportunities where practical.     Selection Process     To pursue this phenomenal career opportunity, please visit our website at www.fresno.gov/jobs. To apply, please complete an employment application and upload your letter of interest, resume, and five work-related references.   This recruitment is Open Until Filled and may close at anytime. Applications will be reviewed and a select group of candidates will be invited to interview. Applicants deemed to have the most relevant qualifications will be referred for further consideration.  If you have any questions regarding this position, please feel free to contact Sandra Chavez Martin, HR Manager at 559-621-6988 or by email: Sandra.chavezmartin@fresno.gov     The Community     The City of Fresno is located in the heart of the state of California in the fertile San Joaquin Valley. From the agricultural fields on the valley floor to the snow-capped peaks of the Sierra Nevada Mountain range, the Fresno area offers something for everyone. With a population of approximately 540,000 residents, Fresno is the fifth-largest city in California and serves as the financial, industrial, trade, and commercial capital of the central San Joaquin Valley.   The City is located amongst three National Parks, residents and visitors enjoy Fresno's proximity to Yosemite, Kings Canyon, and Sequoia National Parks. With approximately 300 days of sunshine each year, the Mediterranean climate allows for year-round recreational activities, including sailing, snow and water skiing, fishing, backpacking, and golfing. Living in Fresno has the benefit of urban amenities and the unique charm of a suburban atmosphere. Housing prices are typically lower than California's other major metropolitan areas. There are four large school districts including Fresno Unified, Central Unified, Sanger Unified, and Clovis Unified, and a variety of private institutions.   The City is also home to colleges and universities, most notably California State University, Fresno as well as Fresno City College and Fresno Pacific University. Residents enjoy various social, cultural, and athletic activities in an affordable community environment.  City Government Fresno is a full-service charter city operating under a strong mayor form of government. The Mayor is elected at large and does not serve on the Council but has veto power over certain actions taken by the City Council. The City Manager, who is appointed by the Mayor, is responsible for appointing all other department heads in the City. There are seven Council Members. The Council appoints the City Attorney and the City Clerk.     Equal Opportunity Employer     The City of Fresno is an Equal Opportunity Employer. For more information please refer to our Career Opportunities web page on the City of Fresno web site.  Closing Date/Time: 04/30/2024
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        Position Description     Be part of the City of Fresno's new Animal Center Department! The Veterinarian will be part of the collective and strategic planning in staffing the new state of the art clinic and developing the program, while embodying the goals, innovation, and animal care compassion that the City Manager envisions for the veterinary program and the community.   The ideal candidate will be a community centered leader, committed to practicing the highest standard of medicine and upholding the veterinary code of ethics. The incumbent will have a highly collaborative leadership style to ensure that a culture of customer service and care will be at the forefront of the center. With many key objectives to fulfill, the ideal candidate will be flexible and a strategic thought leader who can identify needs and provide sound recommendations to City leadership.   Reporting to the Animal Center Director, the Veterinarian is responsible for the full range of professional veterinary medical services in the care and treatment of animals including the development and implementation of policies and procedures relating to the operation and maintenance of the City of Fresno Animal Center. The incumbent works independently, exercises considerable latitude and judgment in applying current, advanced or specialized veterinary medical treatment performed at the animal center. Incumbents may be required to work nights, weekends and holidays and respond to after-hours emergencies as needed.   Duties of the Veterinarian include but are not limited to; establish medical standards and procedures for the maintenance of healthy, safe and sanitary conditions for all animals at the animal center; develop medical protocols to be followed by all medical and kennel staff; perform high volume, high-quality spay/neuter surgeries of animals, primarily dogs and cats; may perform other surgeries including administering anesthesia and/or other medications as medically necessary; provides consultation and education to pet owners and care takers; performs physical examinations, diagnoses and creates treatment plans for animals admitted to the animal center; administers immunizations; vaccinates and provides emergency treatment to animals, regularly reviews medical condition of animals quarantined, administers follow-up treatment to injured animals as necessary; directs care and feeding of exotic and unusual animals; trains appropriate staff in administering First Aid and vaccinations to animals, the humane performance of euthanasia as medically necessary and other paramedical duties. Must possess the ability to lift and restrain animals up to and over 50 pounds; and stand for extended periods of time with or without reasonable accommodation.   The ideal candidate should possess thorough knowledge in veterinary, treatment, prevention, control, surgical procedures, and care of a wide range of animals; knowledge of California state, federal, and municipal animal health laws and regulations governing the impounding, releasing and euthanasia of animals; and possess the ability to develop and implement goals, objectives, policies, procedures and work standards of staff. In addition, qualified candidates must possess: one (1) year of experience in the diagnosis and treatment of animals in a clinical setting, private practice or shelter environment, including the performance of surgery; and possession and continued maintenance of a valid license to practice veterinary medicine issued by the State of California Veterinary Medical Board. Veterinarians who are licensed in another State may be qualified but must acquire a valid license from the State of California to practice veterinary medicine at time of appointment. Note: A prospective veterinarian who is licensed in another state may be hired by the City of Fresno while in the process of obtaining their State of California license. The incumbent must acquire their California license within six (6) months of appointment and cannot practice or serve as the City's Veterinarian until such time valid license to practice veterinary medicine issued by the State of California Veterinary Medical Board is granted.   Possession and continued maintenance of a valid California Driver's License is required within sixty (60) days of appointment.  Must obtain valid Drug Enforcement Agency (DEA) license within ninety (90) days of hire and maintain a valid license while employed. May be required to hold the Veterinary Premises License issued by the State of California Veterinary Medical Board.   This is an unclassified position in which the incumbent serves at the will of the Director.     Pay,Benefits, & Work Schedule     The City of Fresno offers an attractive and competitive salary and benefits package. The salary range for this position is between $143,496-$226,536. The employee benefits package, as noted below, is subject to change and includes:  -Retirement: Fresno City Retirement System; reciprocity with other public California systems. The City's pension funds are among the best-funded public systems in California. The City does not participate in Social Security. - Health Insurance: City contributes toward the current monthly premium for medical, dental, and vision for employee and dependents. - Flexible Spending Account: IRS 125 Plan for health/dependent care. - Deferred Compensation: 457 plan available. - Auto Allowance: Employees in this classification may be provided with an auto allowance of $300 per month. - Management Leave: 80 hours per fiscal year with cash out provision. - Supplemental Management Leave: May be granted up to 32 hours per fiscal year upon City Manager approval. This leave may be placed in a retiree Health Reimbursement Arrangement account. - Annual Leave: Accrue 15.50 hours per month, with cash out provision.. - Holidays: Ten (10) City-observed holidays annually, plus birthday and two (2) personal days per year. - Life Insurance: Equal to annual salary; premium paid by City. - Long-Term Disability: City pays premium for 66.66% of monthly salary up to $7,500 per month after 30 days. - Deferred Retirement Option Program (DROP): DROP is an optional, voluntary program that allows for retirement benefits deposited in a special savings account within your Retirement System while continuing to work for the City of Fresno. To participate, must be at least age 50 with 5 years of service. Benefits include ownership of DROP account monies; compound interest earnings; and alternative distribution options. - Health Reimbursement Arrangement (HRA): Eligible retirees can use remaining Sick Leave balance at 80% of hourly rate and other leave balances, if applicable, to reimburse medical insurance and qualified medical expenses, tax free. - Professional training in high-quality, high-volume spay/neuter and can be made available by partner organizations such as UC Davis Koret Shelter Medicine Program, San Francisco SPCA, and Animal Balance. - Professional support and development from award winning Chaffee zoo including sharing animal care experiences and supporting other educational opportunities where practical.     Selection Process     To pursue this phenomenal career opportunity, please visit our website at www.fresno.gov/jobs. To apply, please complete an employment application and upload your letter of interest, resume, and five work-related references.   This recruitment is Open Until Filled and may close at anytime. Applications will be reviewed and a select group of candidates will be invited to interview. Applicants deemed to have the most relevant qualifications will be referred for further consideration.  If you have any questions regarding this position, please feel free to contact Sandra Chavez Martin, HR Manager at 559-621-6988 or by email: Sandra.chavezmartin@fresno.gov     The Community     The City of Fresno is located in the heart of the state of California in the fertile San Joaquin Valley. From the agricultural fields on the valley floor to the snow-capped peaks of the Sierra Nevada Mountain range, the Fresno area offers something for everyone. With a population of approximately 540,000 residents, Fresno is the fifth-largest city in California and serves as the financial, industrial, trade, and commercial capital of the central San Joaquin Valley.   The City is located amongst three National Parks, residents and visitors enjoy Fresno's proximity to Yosemite, Kings Canyon, and Sequoia National Parks. With approximately 300 days of sunshine each year, the Mediterranean climate allows for year-round recreational activities, including sailing, snow and water skiing, fishing, backpacking, and golfing. Living in Fresno has the benefit of urban amenities and the unique charm of a suburban atmosphere. Housing prices are typically lower than California's other major metropolitan areas. There are four large school districts including Fresno Unified, Central Unified, Sanger Unified, and Clovis Unified, and a variety of private institutions.   The City is also home to colleges and universities, most notably California State University, Fresno as well as Fresno City College and Fresno Pacific University. Residents enjoy various social, cultural, and athletic activities in an affordable community environment.  City Government Fresno is a full-service charter city operating under a strong mayor form of government. The Mayor is elected at large and does not serve on the Council but has veto power over certain actions taken by the City Council. The City Manager, who is appointed by the Mayor, is responsible for appointing all other department heads in the City. There are seven Council Members. The Council appoints the City Attorney and the City Clerk.     Equal Opportunity Employer     The City of Fresno is an Equal Opportunity Employer. For more information please refer to our Career Opportunities web page on the City of Fresno web site.  Closing Date/Time: 04/30/2024
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             Why you'll love this position:    A position in the Missouri Department of Corrections is more than a job. It's a calling. Corrections employees transform lives, equipping Missourians in the criminal justice system with the skills they need to contribute to their communities, inside and outside our walls. More than 95 percent of people who enter the prison system ultimately are released. We want to make sure they're good neighbors.  We offer great benefits!   Missouri State Employee Retirement System / Deferred compensation plan / Health insurance (medical, vision, dental for employees and family) / Paid life insurance / Long-term disability insurance / Cafeteria plan / Paid holidays / 10 hours annual leave per month / 10 hours sick leave per month / Uniforms provided when required / Pre-service and in-service training / Access to credit union / Direct deposit of paycheck (required) / Employee health, wellness and safety initiatives / MOST 529 College Savings Program   Some positions are eligible for a shift differential of $173.34 semi-monthly, which is provided to employees with shifts that begin on or between 12:00pm (noon) and 5:00am, and who work at a 24/7 worksite (i.e. institution, transition center, supervision center, or command center), or whose work requires regular visits to these locations. If selected for interview, eligibility may be discussed at that time with the hiring manager.   The Department of Corrections is the only State agency that currently offers a guaranteed 1% pay increase for every two years of service up to 20 years.    What you'll do:    Types and edits a variety of material, which may contain technical or specialized terminology; reviews documents for accuracy and completeness; serves as receptionist or information clerk; determines purpose of contact; provides general information and assists in preparation of forms; directs individuals to proper destination; receives and distributes messages; and schedules and/or arranges appointments   Composes routine correspondence; proofreads and/or finalizes letters, memorandums, reports or other documents for approval and signature   Establishes and maintains filing systems; prepares records for storage and/or archiving; maintains office equipment and supply inventory; maintains records relating to receipt and issuance of materials or equipment   Prepares agency documents such as purchase and supply requisitions, personnel and/or payroll forms, time and leave records and expense accounts; performs math calculations in the completion of forms and records; assists with the arrangement of travel and accommodations, and in the coordination of meeting logistics   Processes and distributes mail according to established procedures; prepares material for mailing, utilizing automated equipment when applicable; preforms data entry and develops routine spreadsheets and databases; compiles and prepares data or reports from a variety of sources in accordance with specific instructions or procedures; operates and maintains standard office equipment   Serves as a lead worker, providing guidance, direction, and training to other clerical employees; reviews work for accuracy, timeliness, and compliance with instructions and procedures   Receives general supervision from a designated administrative supervisor; carries out assigned responsibilities independently within established guidelines; performs other related work as assigned    All you need for success:      Minimum Qualifications:     Six or more months of experience in office support work; and possession of a high school diploma or proof of high school equivalency   (15 earned credit hours from an accredited college or university may substitute for the required experience)     All requested documents MUST be received by the closing date listed.     The Missouri Department of Corrections is proud to have a tradition of promotion from within for employees looking for and seeking distinctive career paths. As you work for the department, we invite you to consider your goals and make choices to actively head toward them. We seek to recognize employees who serve with distinction.    If you have questions about this position please contact:      DOC.Employment@doc.mo.gov    The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.  Closing Date/Time: 2024-04-23
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         Why you'll love this position:    A position in the Missouri Department of Corrections is more than a job. It's a calling. Corrections employees transform lives, equipping Missourians in the criminal justice system with the skills they need to contribute to their communities, inside and outside our walls. More than 95 percent of people who enter the prison system ultimately are released. We want to make sure they're good neighbors.  We offer great benefits!   Missouri State Employee Retirement System / Deferred compensation plan / Health insurance (medical, vision, dental for employees and family) / Paid life insurance / Long-term disability insurance / Cafeteria plan / Paid holidays / 10 hours annual leave per month / 10 hours sick leave per month / Uniforms provided when required / Pre-service and in-service training / Access to credit union / Direct deposit of paycheck (required) / Employee health, wellness and safety initiatives / MOST 529 College Savings Program   Some positions are eligible for a shift differential of $173.34 semi-monthly, which is provided to employees with shifts that begin on or between 12:00pm (noon) and 5:00am, and who work at a 24/7 worksite (i.e. institution, transition center, supervision center, or command center), or whose work requires regular visits to these locations. If selected for interview, eligibility may be discussed at that time with the hiring manager.   The Department of Corrections is the only State agency that currently offers a guaranteed 1% pay increase for every two years of service up to 20 years.    What you'll do:    Types and edits a variety of material, which may contain technical or specialized terminology; reviews documents for accuracy and completeness; serves as receptionist or information clerk; determines purpose of contact; provides general information and assists in preparation of forms; directs individuals to proper destination; receives and distributes messages; and schedules and/or arranges appointments   Composes routine correspondence; proofreads and/or finalizes letters, memorandums, reports or other documents for approval and signature   Establishes and maintains filing systems; prepares records for storage and/or archiving; maintains office equipment and supply inventory; maintains records relating to receipt and issuance of materials or equipment   Prepares agency documents such as purchase and supply requisitions, personnel and/or payroll forms, time and leave records and expense accounts; performs math calculations in the completion of forms and records; assists with the arrangement of travel and accommodations, and in the coordination of meeting logistics   Processes and distributes mail according to established procedures; prepares material for mailing, utilizing automated equipment when applicable; preforms data entry and develops routine spreadsheets and databases; compiles and prepares data or reports from a variety of sources in accordance with specific instructions or procedures; operates and maintains standard office equipment   Serves as a lead worker, providing guidance, direction, and training to other clerical employees; reviews work for accuracy, timeliness, and compliance with instructions and procedures   Receives general supervision from a designated administrative supervisor; carries out assigned responsibilities independently within established guidelines; performs other related work as assigned    All you need for success:      Minimum Qualifications:     Six or more months of experience in office support work; and possession of a high school diploma or proof of high school equivalency   (15 earned credit hours from an accredited college or university may substitute for the required experience)     All requested documents MUST be received by the closing date listed.     The Missouri Department of Corrections is proud to have a tradition of promotion from within for employees looking for and seeking distinctive career paths. As you work for the department, we invite you to consider your goals and make choices to actively head toward them. We seek to recognize employees who serve with distinction.    If you have questions about this position please contact:      DOC.Employment@doc.mo.gov    The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.  Closing Date/Time: 2024-04-23
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             Why you'll love this position:    A position in the Missouri Department of Corrections is more than a job. It's a calling. Corrections employees transform lives, equipping Missourians in the criminal justice system with the skills they need to contribute to their communities, inside and outside our walls. More than 95 percent of people who enter the prison system ultimately are released. We want to make sure they're good neighbors.  We offer great benefits!   Missouri State Employee Retirement System / Deferred compensation plan / Health insurance (medical, vision, dental for employees and family) / Paid life insurance / Long-term disability insurance / Cafeteria plan / Paid holidays / 10 hours annual leave per month / 10 hours sick leave per month / Uniforms provided when required / Pre-service and in-service training / Access to credit union / Direct deposit of paycheck (required) / Employee health, wellness and safety initiatives / MOST 529 College Savings Program   Some positions are eligible for a shift differential of $173.34 semi-monthly, which is provided to employees with shifts that begin on or between 12:00pm (noon) and 5:00am, and who work at a 24/7 worksite (i.e. institution, transition center, supervision center, or command center), or whose work requires regular visits to these locations. If selected for interview, eligibility may be discussed at that time with the hiring manager.   The Department of Corrections is the only State agency that currently offers a guaranteed 1% pay increase for every two years of service up to 20 years.    What you'll do:    Types and edits a variety of material, which may contain technical or specialized terminology; reviews documents for accuracy and completeness; serves as receptionist or information clerk; determines purpose of contact; provides general information and assists in preparation of forms; directs individuals to proper destination; receives and distributes messages; and schedules and/or arranges appointments   Composes routine correspondence; proofreads and/or finalizes letters, memorandums, reports or other documents for approval and signature   Establishes and maintains filing systems; prepares records for storage and/or archiving; maintains office equipment and supply inventory; maintains records relating to receipt and issuance of materials or equipment   Prepares agency documents such as purchase and supply requisitions, personnel and/or payroll forms, time and leave records and expense accounts; performs math calculations in the completion of forms and records; assists with the arrangement of travel and accommodations, and in the coordination of meeting logistics   Processes and distributes mail according to established procedures; prepares material for mailing, utilizing automated equipment when applicable; preforms data entry and develops routine spreadsheets and databases; compiles and prepares data or reports from a variety of sources in accordance with specific instructions or procedures; operates and maintains standard office equipment   Serves as a lead worker, providing guidance, direction, and training to other clerical employees; reviews work for accuracy, timeliness, and compliance with instructions and procedures   Receives general supervision from a designated administrative supervisor; carries out assigned responsibilities independently within established guidelines; performs other related work as assigned    All you need for success:      Minimum Qualifications:     Six or more months of experience in office support work; and possession of a high school diploma or proof of high school equivalency   (15 earned credit hours from an accredited college or university may substitute for the required experience)     All requested documents MUST be received by the closing date listed.     The Missouri Department of Corrections is proud to have a tradition of promotion from within for employees looking for and seeking distinctive career paths. As you work for the department, we invite you to consider your goals and make choices to actively head toward them. We seek to recognize employees who serve with distinction.    If you have questions about this position please contact:      DOC.Employment@doc.mo.gov    The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.  Closing Date/Time: 2024-04-15
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         Why you'll love this position:    A position in the Missouri Department of Corrections is more than a job. It's a calling. Corrections employees transform lives, equipping Missourians in the criminal justice system with the skills they need to contribute to their communities, inside and outside our walls. More than 95 percent of people who enter the prison system ultimately are released. We want to make sure they're good neighbors.  We offer great benefits!   Missouri State Employee Retirement System / Deferred compensation plan / Health insurance (medical, vision, dental for employees and family) / Paid life insurance / Long-term disability insurance / Cafeteria plan / Paid holidays / 10 hours annual leave per month / 10 hours sick leave per month / Uniforms provided when required / Pre-service and in-service training / Access to credit union / Direct deposit of paycheck (required) / Employee health, wellness and safety initiatives / MOST 529 College Savings Program   Some positions are eligible for a shift differential of $173.34 semi-monthly, which is provided to employees with shifts that begin on or between 12:00pm (noon) and 5:00am, and who work at a 24/7 worksite (i.e. institution, transition center, supervision center, or command center), or whose work requires regular visits to these locations. If selected for interview, eligibility may be discussed at that time with the hiring manager.   The Department of Corrections is the only State agency that currently offers a guaranteed 1% pay increase for every two years of service up to 20 years.    What you'll do:    Types and edits a variety of material, which may contain technical or specialized terminology; reviews documents for accuracy and completeness; serves as receptionist or information clerk; determines purpose of contact; provides general information and assists in preparation of forms; directs individuals to proper destination; receives and distributes messages; and schedules and/or arranges appointments   Composes routine correspondence; proofreads and/or finalizes letters, memorandums, reports or other documents for approval and signature   Establishes and maintains filing systems; prepares records for storage and/or archiving; maintains office equipment and supply inventory; maintains records relating to receipt and issuance of materials or equipment   Prepares agency documents such as purchase and supply requisitions, personnel and/or payroll forms, time and leave records and expense accounts; performs math calculations in the completion of forms and records; assists with the arrangement of travel and accommodations, and in the coordination of meeting logistics   Processes and distributes mail according to established procedures; prepares material for mailing, utilizing automated equipment when applicable; preforms data entry and develops routine spreadsheets and databases; compiles and prepares data or reports from a variety of sources in accordance with specific instructions or procedures; operates and maintains standard office equipment   Serves as a lead worker, providing guidance, direction, and training to other clerical employees; reviews work for accuracy, timeliness, and compliance with instructions and procedures   Receives general supervision from a designated administrative supervisor; carries out assigned responsibilities independently within established guidelines; performs other related work as assigned    All you need for success:      Minimum Qualifications:     Six or more months of experience in office support work; and possession of a high school diploma or proof of high school equivalency   (15 earned credit hours from an accredited college or university may substitute for the required experience)     All requested documents MUST be received by the closing date listed.     The Missouri Department of Corrections is proud to have a tradition of promotion from within for employees looking for and seeking distinctive career paths. As you work for the department, we invite you to consider your goals and make choices to actively head toward them. We seek to recognize employees who serve with distinction.    If you have questions about this position please contact:      DOC.Employment@doc.mo.gov    The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.  Closing Date/Time: 2024-04-15
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             Why you'll love this position:    A position in the Missouri Department of Corrections is more than a job. It's a calling. Corrections employees transform lives, equipping Missourians in the criminal justice system with the skills they need to contribute to their communities, inside and outside our walls. More than 95 percent of people who enter the prison system ultimately are released. We want to make sure they're good neighbors.  We offer great benefits!   Missouri State Employee Retirement System / Deferred compensation plan / Health insurance (medical, vision, dental for employees and family) / Paid life insurance / Long-term disability insurance / Cafeteria plan / Paid holidays / 10 hours annual leave per month / 10 hours sick leave per month / Uniforms provided when required / Pre-service and in-service training / Access to credit union / Direct deposit of paycheck (required) / Employee health, wellness and safety initiatives / MOST 529 College Savings Program   Some positions are eligible for a shift differential of $173.34 semi-monthly, which is provided to employees with shifts that begin on or between 12:00pm (noon) and 5:00am, and who work at a 24/7 worksite (i.e. institution, transition center, supervision center, or command center), or whose work requires regular visits to these locations. If selected for interview, eligibility may be discussed at that time with the hiring manager.   The Department of Corrections is the only State agency that currently offers a guaranteed 1% pay increase for every two years of service up to 20 years.    What you'll do:    Types and edits a variety of material, which may contain technical or specialized terminology; reviews documents for accuracy and completeness; serves as receptionist or information clerk; determines purpose of contact; provides general information and assists in preparation of forms; directs individuals to proper destination; receives and distributes messages; and schedules and/or arranges appointments   Composes routine correspondence; proofreads and/or finalizes letters, memorandums, reports or other documents for approval and signature   Establishes and maintains filing systems; prepares records for storage and/or archiving; maintains office equipment and supply inventory; maintains records relating to receipt and issuance of materials or equipment   Prepares agency documents such as purchase and supply requisitions, personnel and/or payroll forms, time and leave records and expense accounts; performs math calculations in the completion of forms and records; assists with the arrangement of travel and accommodations, and in the coordination of meeting logistics   Processes and distributes mail according to established procedures; prepares material for mailing, utilizing automated equipment when applicable; preforms data entry and develops routine spreadsheets and databases; compiles and prepares data or reports from a variety of sources in accordance with specific instructions or procedures; operates and maintains standard office equipment   Serves as a lead worker, providing guidance, direction, and training to other clerical employees; reviews work for accuracy, timeliness, and compliance with instructions and procedures   Receives general supervision from a designated administrative supervisor; carries out assigned responsibilities independently within established guidelines; performs other related work as assigned    All you need for success:      Minimum Qualifications:     Six or more months of experience in office support work; and possession of a high school diploma or proof of high school equivalency   (15 earned credit hours from an accredited college or university may substitute for the required experience)     All requested documents MUST be received by the closing date listed.     The Missouri Department of Corrections is proud to have a tradition of promotion from within for employees looking for and seeking distinctive career paths. As you work for the department, we invite you to consider your goals and make choices to actively head toward them. We seek to recognize employees who serve with distinction.    If you have questions about this position please contact:      DOC.Employment@doc.mo.gov    The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.  Closing Date/Time: 2024-04-15
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         Why you'll love this position:    A position in the Missouri Department of Corrections is more than a job. It's a calling. Corrections employees transform lives, equipping Missourians in the criminal justice system with the skills they need to contribute to their communities, inside and outside our walls. More than 95 percent of people who enter the prison system ultimately are released. We want to make sure they're good neighbors.  We offer great benefits!   Missouri State Employee Retirement System / Deferred compensation plan / Health insurance (medical, vision, dental for employees and family) / Paid life insurance / Long-term disability insurance / Cafeteria plan / Paid holidays / 10 hours annual leave per month / 10 hours sick leave per month / Uniforms provided when required / Pre-service and in-service training / Access to credit union / Direct deposit of paycheck (required) / Employee health, wellness and safety initiatives / MOST 529 College Savings Program   Some positions are eligible for a shift differential of $173.34 semi-monthly, which is provided to employees with shifts that begin on or between 12:00pm (noon) and 5:00am, and who work at a 24/7 worksite (i.e. institution, transition center, supervision center, or command center), or whose work requires regular visits to these locations. If selected for interview, eligibility may be discussed at that time with the hiring manager.   The Department of Corrections is the only State agency that currently offers a guaranteed 1% pay increase for every two years of service up to 20 years.    What you'll do:    Types and edits a variety of material, which may contain technical or specialized terminology; reviews documents for accuracy and completeness; serves as receptionist or information clerk; determines purpose of contact; provides general information and assists in preparation of forms; directs individuals to proper destination; receives and distributes messages; and schedules and/or arranges appointments   Composes routine correspondence; proofreads and/or finalizes letters, memorandums, reports or other documents for approval and signature   Establishes and maintains filing systems; prepares records for storage and/or archiving; maintains office equipment and supply inventory; maintains records relating to receipt and issuance of materials or equipment   Prepares agency documents such as purchase and supply requisitions, personnel and/or payroll forms, time and leave records and expense accounts; performs math calculations in the completion of forms and records; assists with the arrangement of travel and accommodations, and in the coordination of meeting logistics   Processes and distributes mail according to established procedures; prepares material for mailing, utilizing automated equipment when applicable; preforms data entry and develops routine spreadsheets and databases; compiles and prepares data or reports from a variety of sources in accordance with specific instructions or procedures; operates and maintains standard office equipment   Serves as a lead worker, providing guidance, direction, and training to other clerical employees; reviews work for accuracy, timeliness, and compliance with instructions and procedures   Receives general supervision from a designated administrative supervisor; carries out assigned responsibilities independently within established guidelines; performs other related work as assigned    All you need for success:      Minimum Qualifications:     Six or more months of experience in office support work; and possession of a high school diploma or proof of high school equivalency   (15 earned credit hours from an accredited college or university may substitute for the required experience)     All requested documents MUST be received by the closing date listed.     The Missouri Department of Corrections is proud to have a tradition of promotion from within for employees looking for and seeking distinctive career paths. As you work for the department, we invite you to consider your goals and make choices to actively head toward them. We seek to recognize employees who serve with distinction.    If you have questions about this position please contact:      DOC.Employment@doc.mo.gov    The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.  Closing Date/Time: 2024-04-15
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             Why you'll love this position:    A position in the Missouri Department of Corrections is more than a job. It's a calling. Corrections employees transform lives, equipping Missourians in the criminal justice system with the skills they need to contribute to their communities, inside and outside our walls. More than 95 percent of people who enter the prison system ultimately are released. We want to make sure they're good neighbors.  We offer great benefits!   Missouri State Employee Retirement System / Deferred compensation plan / Health insurance (medical, vision, dental for employees and family) / Paid life insurance / Long-term disability insurance / Cafeteria plan / Paid holidays / 10 hours annual leave per month / 10 hours sick leave per month / Uniforms provided when required / Pre-service and in-service training / Access to credit union / Direct deposit of paycheck (required) / Employee health, wellness and safety initiatives / MOST 529 College Savings Program   Some positions are eligible for a shift differential of $173.34 semi-monthly, which is provided to employees with shifts that begin on or between 12:00pm (noon) and 5:00am, and who work at a 24/7 worksite (i.e. institution, transition center, supervision center, or command center), or whose work requires regular visits to these locations. If selected for interview, eligibility may be discussed at that time with the hiring manager.   The Department of Corrections is the only State agency that currently offers a guaranteed 1% pay increase for every two years of service up to 20 years.    What you'll do:    Types and edits a variety of material, which may contain technical or specialized terminology; reviews documents for accuracy and completeness; serves as receptionist or information clerk; determines purpose of contact; provides general information and assists in preparation of forms; directs individuals to proper destination; receives and distributes messages; and schedules and/or arranges appointments   Composes routine correspondence; proofreads and/or finalizes letters, memorandums, reports or other documents for approval and signature   Establishes and maintains filing systems; prepares records for storage and/or archiving; maintains office equipment and supply inventory; maintains records relating to receipt and issuance of materials or equipment   Prepares agency documents such as purchase and supply requisitions, personnel and/or payroll forms, time and leave records and expense accounts; performs math calculations in the completion of forms and records; assists with the arrangement of travel and accommodations, and in the coordination of meeting logistics   Processes and distributes mail according to established procedures; prepares material for mailing, utilizing automated equipment when applicable; preforms data entry and develops routine spreadsheets and databases; compiles and prepares data or reports from a variety of sources in accordance with specific instructions or procedures; operates and maintains standard office equipment   Serves as a lead worker, providing guidance, direction, and training to other clerical employees; reviews work for accuracy, timeliness, and compliance with instructions and procedures   Receives general supervision from a designated administrative supervisor; carries out assigned responsibilities independently within established guidelines; performs other related work as assigned    All you need for success:      Minimum Qualifications:     Six or more months of experience in office support work; and possession of a high school diploma or proof of high school equivalency   (15 earned credit hours from an accredited college or university may substitute for the required experience)     All requested documents MUST be received by the closing date listed.     The Missouri Department of Corrections is proud to have a tradition of promotion from within for employees looking for and seeking distinctive career paths. As you work for the department, we invite you to consider your goals and make choices to actively head toward them. We seek to recognize employees who serve with distinction.    If you have questions about this position please contact:      DOC.Employment@doc.mo.gov    The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.  Closing Date/Time: 2024-04-11
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         Why you'll love this position:    A position in the Missouri Department of Corrections is more than a job. It's a calling. Corrections employees transform lives, equipping Missourians in the criminal justice system with the skills they need to contribute to their communities, inside and outside our walls. More than 95 percent of people who enter the prison system ultimately are released. We want to make sure they're good neighbors.  We offer great benefits!   Missouri State Employee Retirement System / Deferred compensation plan / Health insurance (medical, vision, dental for employees and family) / Paid life insurance / Long-term disability insurance / Cafeteria plan / Paid holidays / 10 hours annual leave per month / 10 hours sick leave per month / Uniforms provided when required / Pre-service and in-service training / Access to credit union / Direct deposit of paycheck (required) / Employee health, wellness and safety initiatives / MOST 529 College Savings Program   Some positions are eligible for a shift differential of $173.34 semi-monthly, which is provided to employees with shifts that begin on or between 12:00pm (noon) and 5:00am, and who work at a 24/7 worksite (i.e. institution, transition center, supervision center, or command center), or whose work requires regular visits to these locations. If selected for interview, eligibility may be discussed at that time with the hiring manager.   The Department of Corrections is the only State agency that currently offers a guaranteed 1% pay increase for every two years of service up to 20 years.    What you'll do:    Types and edits a variety of material, which may contain technical or specialized terminology; reviews documents for accuracy and completeness; serves as receptionist or information clerk; determines purpose of contact; provides general information and assists in preparation of forms; directs individuals to proper destination; receives and distributes messages; and schedules and/or arranges appointments   Composes routine correspondence; proofreads and/or finalizes letters, memorandums, reports or other documents for approval and signature   Establishes and maintains filing systems; prepares records for storage and/or archiving; maintains office equipment and supply inventory; maintains records relating to receipt and issuance of materials or equipment   Prepares agency documents such as purchase and supply requisitions, personnel and/or payroll forms, time and leave records and expense accounts; performs math calculations in the completion of forms and records; assists with the arrangement of travel and accommodations, and in the coordination of meeting logistics   Processes and distributes mail according to established procedures; prepares material for mailing, utilizing automated equipment when applicable; preforms data entry and develops routine spreadsheets and databases; compiles and prepares data or reports from a variety of sources in accordance with specific instructions or procedures; operates and maintains standard office equipment   Serves as a lead worker, providing guidance, direction, and training to other clerical employees; reviews work for accuracy, timeliness, and compliance with instructions and procedures   Receives general supervision from a designated administrative supervisor; carries out assigned responsibilities independently within established guidelines; performs other related work as assigned    All you need for success:      Minimum Qualifications:     Six or more months of experience in office support work; and possession of a high school diploma or proof of high school equivalency   (15 earned credit hours from an accredited college or university may substitute for the required experience)     All requested documents MUST be received by the closing date listed.     The Missouri Department of Corrections is proud to have a tradition of promotion from within for employees looking for and seeking distinctive career paths. As you work for the department, we invite you to consider your goals and make choices to actively head toward them. We seek to recognize employees who serve with distinction.    If you have questions about this position please contact:      DOC.Employment@doc.mo.gov    The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.  Closing Date/Time: 2024-04-11
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            Office Support Assistant MECC
        

        
            
            
                     
                        State of Missouri
                                    
            
                            
                    Pacific, Missouri, United States
                
                    

        
             Why you'll love this position:    A position in the Missouri Department of Corrections is more than a job. It's a calling. Corrections employees transform lives, equipping Missourians in the criminal justice system with the skills they need to contribute to their communities, inside and outside our walls. More than 95 percent of people who enter the prison system ultimately are released. We want to make sure they're good neighbors.  We offer great benefits!   Missouri State Employee Retirement System / Deferred compensation plan / Health insurance (medical, vision, dental for employees and family) / Paid life insurance / Long-term disability insurance / Cafeteria plan / Paid holidays / 10 hours annual leave per month / 10 hours sick leave per month / Uniforms provided when required / Pre-service and in-service training / Access to credit union / Direct deposit of paycheck (required) / Employee health, wellness and safety initiatives / MOST 529 College Savings Program   Some positions are eligible for a shift differential of $173.34 semi-monthly, which is provided to employees with shifts that begin on or between 12:00pm (noon) and 5:00am, and who work at a 24/7 worksite (i.e. institution, transition center, supervision center, or command center), or whose work requires regular visits to these locations. If selected for interview, eligibility may be discussed at that time with the hiring manager.   The Department of Corrections is the only State agency that currently offers a guaranteed 1% pay increase for every two years of service up to 20 years.    What you'll do:    Types and edits a variety of material, which may contain technical or specialized terminology; reviews documents for accuracy and completeness; serves as receptionist or information clerk; determines purpose of contact; provides general information and assists in preparation of forms; directs individuals to proper destination; receives and distributes messages; and schedules and/or arranges appointments   Composes routine correspondence; proofreads and/or finalizes letters, memorandums, reports or other documents for approval and signature   Establishes and maintains filing systems; prepares records for storage and/or archiving; maintains office equipment and supply inventory; maintains records relating to receipt and issuance of materials or equipment   Prepares agency documents such as purchase and supply requisitions, personnel and/or payroll forms, time and leave records and expense accounts; performs math calculations in the completion of forms and records; assists with the arrangement of travel and accommodations, and in the coordination of meeting logistics   Processes and distributes mail according to established procedures; prepares material for mailing, utilizing automated equipment when applicable; preforms data entry and develops routine spreadsheets and databases; compiles and prepares data or reports from a variety of sources in accordance with specific instructions or procedures; operates and maintains standard office equipment   Serves as a lead worker, providing guidance, direction, and training to other clerical employees; reviews work for accuracy, timeliness, and compliance with instructions and procedures   Receives general supervision from a designated administrative supervisor; carries out assigned responsibilities independently within established guidelines; performs other related work as assigned    All you need for success:      Minimum Qualifications:     Six or more months of experience in office support work; and possession of a high school diploma or proof of high school equivalency   (15 earned credit hours from an accredited college or university may substitute for the required experience)     All requested documents MUST be received by the closing date listed.     The Missouri Department of Corrections is proud to have a tradition of promotion from within for employees looking for and seeking distinctive career paths. As you work for the department, we invite you to consider your goals and make choices to actively head toward them. We seek to recognize employees who serve with distinction.    If you have questions about this position please contact:      DOC.Employment@doc.mo.gov    The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.  Closing Date/Time: 2024-04-16
        

    

    
        
            Apr 04, 2024
        

                                    Full Time
                                     
    

    
         Why you'll love this position:    A position in the Missouri Department of Corrections is more than a job. It's a calling. Corrections employees transform lives, equipping Missourians in the criminal justice system with the skills they need to contribute to their communities, inside and outside our walls. More than 95 percent of people who enter the prison system ultimately are released. We want to make sure they're good neighbors.  We offer great benefits!   Missouri State Employee Retirement System / Deferred compensation plan / Health insurance (medical, vision, dental for employees and family) / Paid life insurance / Long-term disability insurance / Cafeteria plan / Paid holidays / 10 hours annual leave per month / 10 hours sick leave per month / Uniforms provided when required / Pre-service and in-service training / Access to credit union / Direct deposit of paycheck (required) / Employee health, wellness and safety initiatives / MOST 529 College Savings Program   Some positions are eligible for a shift differential of $173.34 semi-monthly, which is provided to employees with shifts that begin on or between 12:00pm (noon) and 5:00am, and who work at a 24/7 worksite (i.e. institution, transition center, supervision center, or command center), or whose work requires regular visits to these locations. If selected for interview, eligibility may be discussed at that time with the hiring manager.   The Department of Corrections is the only State agency that currently offers a guaranteed 1% pay increase for every two years of service up to 20 years.    What you'll do:    Types and edits a variety of material, which may contain technical or specialized terminology; reviews documents for accuracy and completeness; serves as receptionist or information clerk; determines purpose of contact; provides general information and assists in preparation of forms; directs individuals to proper destination; receives and distributes messages; and schedules and/or arranges appointments   Composes routine correspondence; proofreads and/or finalizes letters, memorandums, reports or other documents for approval and signature   Establishes and maintains filing systems; prepares records for storage and/or archiving; maintains office equipment and supply inventory; maintains records relating to receipt and issuance of materials or equipment   Prepares agency documents such as purchase and supply requisitions, personnel and/or payroll forms, time and leave records and expense accounts; performs math calculations in the completion of forms and records; assists with the arrangement of travel and accommodations, and in the coordination of meeting logistics   Processes and distributes mail according to established procedures; prepares material for mailing, utilizing automated equipment when applicable; preforms data entry and develops routine spreadsheets and databases; compiles and prepares data or reports from a variety of sources in accordance with specific instructions or procedures; operates and maintains standard office equipment   Serves as a lead worker, providing guidance, direction, and training to other clerical employees; reviews work for accuracy, timeliness, and compliance with instructions and procedures   Receives general supervision from a designated administrative supervisor; carries out assigned responsibilities independently within established guidelines; performs other related work as assigned    All you need for success:      Minimum Qualifications:     Six or more months of experience in office support work; and possession of a high school diploma or proof of high school equivalency   (15 earned credit hours from an accredited college or university may substitute for the required experience)     All requested documents MUST be received by the closing date listed.     The Missouri Department of Corrections is proud to have a tradition of promotion from within for employees looking for and seeking distinctive career paths. As you work for the department, we invite you to consider your goals and make choices to actively head toward them. We seek to recognize employees who serve with distinction.    If you have questions about this position please contact:      DOC.Employment@doc.mo.gov    The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.  Closing Date/Time: 2024-04-16
    

											
            
            
                [image: State of Missouri]
            
        

        
        
            Office Support Assistant ACC
        

        
            
            
                     
                        State of Missouri
                                    
            
                            
                    Jefferson City, Missouri, United States
                
                    

        
             Why you'll love this position:    A position in the Missouri Department of Corrections is more than a job. It's a calling. Corrections employees transform lives, equipping Missourians in the criminal justice system with the skills they need to contribute to their communities, inside and outside our walls. More than 95 percent of people who enter the prison system ultimately are released. We want to make sure they're good neighbors.  We offer great benefits!   Missouri State Employee Retirement System / Deferred compensation plan / Health insurance (medical, vision, dental for employees and family) / Paid life insurance / Long-term disability insurance / Cafeteria plan / Paid holidays / 10 hours annual leave per month / 10 hours sick leave per month / Uniforms provided when required / Pre-service and in-service training / Access to credit union / Direct deposit of paycheck (required) / Employee health, wellness and safety initiatives / MOST 529 College Savings Program   Some positions are eligible for a shift differential of $173.34 semi-monthly, which is provided to employees with shifts that begin on or between 12:00pm (noon) and 5:00am, and who work at a 24/7 worksite (i.e. institution, transition center, supervision center, or command center), or whose work requires regular visits to these locations. If selected for interview, eligibility may be discussed at that time with the hiring manager.   The Department of Corrections is the only State agency that currently offers a guaranteed 1% pay increase for every two years of service up to 20 years.    What you'll do:    Types and edits a variety of material, which may contain technical or specialized terminology; reviews documents for accuracy and completeness; serves as receptionist or information clerk; determines purpose of contact; provides general information and assists in preparation of forms; directs individuals to proper destination; receives and distributes messages; and schedules and/or arranges appointments   Composes routine correspondence; proofreads and/or finalizes letters, memorandums, reports or other documents for approval and signature   Establishes and maintains filing systems; prepares records for storage and/or archiving; maintains office equipment and supply inventory; maintains records relating to receipt and issuance of materials or equipment   Prepares agency documents such as purchase and supply requisitions, personnel and/or payroll forms, time and leave records and expense accounts; performs math calculations in the completion of forms and records; assists with the arrangement of travel and accommodations, and in the coordination of meeting logistics   Processes and distributes mail according to established procedures; prepares material for mailing, utilizing automated equipment when applicable; preforms data entry and develops routine spreadsheets and databases; compiles and prepares data or reports from a variety of sources in accordance with specific instructions or procedures; operates and maintains standard office equipment   Serves as a lead worker, providing guidance, direction, and training to other clerical employees; reviews work for accuracy, timeliness, and compliance with instructions and procedures   Receives general supervision from a designated administrative supervisor; carries out assigned responsibilities independently within established guidelines; performs other related work as assigned    All you need for success:      Minimum Qualifications:     Six or more months of experience in office support work; and possession of a high school diploma or proof of high school equivalency   (15 earned credit hours from an accredited college or university may substitute for the required experience)     All requested documents MUST be received by the closing date listed.     The Missouri Department of Corrections is proud to have a tradition of promotion from within for employees looking for and seeking distinctive career paths. As you work for the department, we invite you to consider your goals and make choices to actively head toward them. We seek to recognize employees who serve with distinction.    If you have questions about this position please contact:      DOC.Employment@doc.mo.gov    The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.  Closing Date/Time: 2024-04-12
        

    

    
        
            Apr 03, 2024
        

                                    Full Time
                                     
    

    
         Why you'll love this position:    A position in the Missouri Department of Corrections is more than a job. It's a calling. Corrections employees transform lives, equipping Missourians in the criminal justice system with the skills they need to contribute to their communities, inside and outside our walls. More than 95 percent of people who enter the prison system ultimately are released. We want to make sure they're good neighbors.  We offer great benefits!   Missouri State Employee Retirement System / Deferred compensation plan / Health insurance (medical, vision, dental for employees and family) / Paid life insurance / Long-term disability insurance / Cafeteria plan / Paid holidays / 10 hours annual leave per month / 10 hours sick leave per month / Uniforms provided when required / Pre-service and in-service training / Access to credit union / Direct deposit of paycheck (required) / Employee health, wellness and safety initiatives / MOST 529 College Savings Program   Some positions are eligible for a shift differential of $173.34 semi-monthly, which is provided to employees with shifts that begin on or between 12:00pm (noon) and 5:00am, and who work at a 24/7 worksite (i.e. institution, transition center, supervision center, or command center), or whose work requires regular visits to these locations. If selected for interview, eligibility may be discussed at that time with the hiring manager.   The Department of Corrections is the only State agency that currently offers a guaranteed 1% pay increase for every two years of service up to 20 years.    What you'll do:    Types and edits a variety of material, which may contain technical or specialized terminology; reviews documents for accuracy and completeness; serves as receptionist or information clerk; determines purpose of contact; provides general information and assists in preparation of forms; directs individuals to proper destination; receives and distributes messages; and schedules and/or arranges appointments   Composes routine correspondence; proofreads and/or finalizes letters, memorandums, reports or other documents for approval and signature   Establishes and maintains filing systems; prepares records for storage and/or archiving; maintains office equipment and supply inventory; maintains records relating to receipt and issuance of materials or equipment   Prepares agency documents such as purchase and supply requisitions, personnel and/or payroll forms, time and leave records and expense accounts; performs math calculations in the completion of forms and records; assists with the arrangement of travel and accommodations, and in the coordination of meeting logistics   Processes and distributes mail according to established procedures; prepares material for mailing, utilizing automated equipment when applicable; preforms data entry and develops routine spreadsheets and databases; compiles and prepares data or reports from a variety of sources in accordance with specific instructions or procedures; operates and maintains standard office equipment   Serves as a lead worker, providing guidance, direction, and training to other clerical employees; reviews work for accuracy, timeliness, and compliance with instructions and procedures   Receives general supervision from a designated administrative supervisor; carries out assigned responsibilities independently within established guidelines; performs other related work as assigned    All you need for success:      Minimum Qualifications:     Six or more months of experience in office support work; and possession of a high school diploma or proof of high school equivalency   (15 earned credit hours from an accredited college or university may substitute for the required experience)     All requested documents MUST be received by the closing date listed.     The Missouri Department of Corrections is proud to have a tradition of promotion from within for employees looking for and seeking distinctive career paths. As you work for the department, we invite you to consider your goals and make choices to actively head toward them. We seek to recognize employees who serve with distinction.    If you have questions about this position please contact:      DOC.Employment@doc.mo.gov    The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.  Closing Date/Time: 2024-04-12
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             Why you'll love this position:    A position in the Missouri Department of Corrections is more than a job. It's a calling. Corrections employees transform lives, equipping Missourians in the criminal justice system with the skills they need to contribute to their communities, inside and outside our walls. More than 95 percent of people who enter the prison system ultimately are released. We want to make sure they're good neighbors.  We offer great benefits!   Missouri State Employee Retirement System / Deferred compensation plan / Health insurance (medical, vision, dental for employees and family) / Paid life insurance / Long-term disability insurance / Cafeteria plan / Paid holidays / 10 hours annual leave per month / 10 hours sick leave per month / Uniforms provided when required / Pre-service and in-service training / Access to credit union / Direct deposit of paycheck (required) / Employee health, wellness and safety initiatives / MOST 529 College Savings Program   Some positions are eligible for a shift differential of $173.34 semi-monthly, which is provided to employees with shifts that begin on or between 12:00pm (noon) and 5:00am, and who work at a 24/7 worksite (i.e. institution, transition center, supervision center, or command center), or whose work requires regular visits to these locations. If selected for interview, eligibility may be discussed at that time with the hiring manager.   The Department of Corrections is the only State agency that currently offers a guaranteed 1% pay increase for every two years of service up to 20 years.    What you'll do:    Types and edits a variety of material, which may contain technical or specialized terminology; reviews documents for accuracy and completeness; serves as receptionist or information clerk; determines purpose of contact; provides general information and assists in preparation of forms; directs individuals to proper destination; receives and distributes messages; and schedules and/or arranges appointments   Composes routine correspondence; proofreads and/or finalizes letters, memorandums, reports or other documents for approval and signature   Establishes and maintains filing systems; prepares records for storage and/or archiving; maintains office equipment and supply inventory; maintains records relating to receipt and issuance of materials or equipment   Prepares agency documents such as purchase and supply requisitions, personnel and/or payroll forms, time and leave records and expense accounts; performs math calculations in the completion of forms and records; assists with the arrangement of travel and accommodations, and in the coordination of meeting logistics   Processes and distributes mail according to established procedures; prepares material for mailing, utilizing automated equipment when applicable; preforms data entry and develops routine spreadsheets and databases; compiles and prepares data or reports from a variety of sources in accordance with specific instructions or procedures; operates and maintains standard office equipment   Serves as a lead worker, providing guidance, direction, and training to other clerical employees; reviews work for accuracy, timeliness, and compliance with instructions and procedures   Receives general supervision from a designated administrative supervisor; carries out assigned responsibilities independently within established guidelines; performs other related work as assigned    All you need for success:      Minimum Qualifications:     Six or more months of experience in office support work; and possession of a high school diploma or proof of high school equivalency   (15 earned credit hours from an accredited college or university may substitute for the required experience)     All requested documents MUST be received by the closing date listed.     The Missouri Department of Corrections is proud to have a tradition of promotion from within for employees looking for and seeking distinctive career paths. As you work for the department, we invite you to consider your goals and make choices to actively head toward them. We seek to recognize employees who serve with distinction.    If you have questions about this position please contact:      DOC.Employment@doc.mo.gov    The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.  Closing Date/Time: 2024-04-17
        

    

    
        
            Apr 03, 2024
        

                                    Full Time
                                     
    

    
         Why you'll love this position:    A position in the Missouri Department of Corrections is more than a job. It's a calling. Corrections employees transform lives, equipping Missourians in the criminal justice system with the skills they need to contribute to their communities, inside and outside our walls. More than 95 percent of people who enter the prison system ultimately are released. We want to make sure they're good neighbors.  We offer great benefits!   Missouri State Employee Retirement System / Deferred compensation plan / Health insurance (medical, vision, dental for employees and family) / Paid life insurance / Long-term disability insurance / Cafeteria plan / Paid holidays / 10 hours annual leave per month / 10 hours sick leave per month / Uniforms provided when required / Pre-service and in-service training / Access to credit union / Direct deposit of paycheck (required) / Employee health, wellness and safety initiatives / MOST 529 College Savings Program   Some positions are eligible for a shift differential of $173.34 semi-monthly, which is provided to employees with shifts that begin on or between 12:00pm (noon) and 5:00am, and who work at a 24/7 worksite (i.e. institution, transition center, supervision center, or command center), or whose work requires regular visits to these locations. If selected for interview, eligibility may be discussed at that time with the hiring manager.   The Department of Corrections is the only State agency that currently offers a guaranteed 1% pay increase for every two years of service up to 20 years.    What you'll do:    Types and edits a variety of material, which may contain technical or specialized terminology; reviews documents for accuracy and completeness; serves as receptionist or information clerk; determines purpose of contact; provides general information and assists in preparation of forms; directs individuals to proper destination; receives and distributes messages; and schedules and/or arranges appointments   Composes routine correspondence; proofreads and/or finalizes letters, memorandums, reports or other documents for approval and signature   Establishes and maintains filing systems; prepares records for storage and/or archiving; maintains office equipment and supply inventory; maintains records relating to receipt and issuance of materials or equipment   Prepares agency documents such as purchase and supply requisitions, personnel and/or payroll forms, time and leave records and expense accounts; performs math calculations in the completion of forms and records; assists with the arrangement of travel and accommodations, and in the coordination of meeting logistics   Processes and distributes mail according to established procedures; prepares material for mailing, utilizing automated equipment when applicable; preforms data entry and develops routine spreadsheets and databases; compiles and prepares data or reports from a variety of sources in accordance with specific instructions or procedures; operates and maintains standard office equipment   Serves as a lead worker, providing guidance, direction, and training to other clerical employees; reviews work for accuracy, timeliness, and compliance with instructions and procedures   Receives general supervision from a designated administrative supervisor; carries out assigned responsibilities independently within established guidelines; performs other related work as assigned    All you need for success:      Minimum Qualifications:     Six or more months of experience in office support work; and possession of a high school diploma or proof of high school equivalency   (15 earned credit hours from an accredited college or university may substitute for the required experience)     All requested documents MUST be received by the closing date listed.     The Missouri Department of Corrections is proud to have a tradition of promotion from within for employees looking for and seeking distinctive career paths. As you work for the department, we invite you to consider your goals and make choices to actively head toward them. We seek to recognize employees who serve with distinction.    If you have questions about this position please contact:      DOC.Employment@doc.mo.gov    The State of Missouri is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.  Closing Date/Time: 2024-04-17
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