9099
TRAI NEE

Nat ure of Work

Under direct supervision, perfornms entry level work in a
training capacity which will lead to assignnent of professional,
adm nistrative, or technical work in an agency. Initially, work
is closely supervised, with additional duties, responsibilities,
and i ndependence of action added as proficiency is denonstrat ed.
Upon satisfactory conpletion of training requirenents, and in
accordance with applicable rules and regul ations, the
classification shall be changed. Training period for positions
in this classification shall not exceed 12 nonths. Perforns
rel ated work as required.

Di stingui shing Characteristics

An enployee in this classification serves in a training
capacity performng duties as assigned to a full-performance
prof essional, adm nistrative, or technical classification. The
duties of the position are defined by the nature of the area of
assi gnment and the perfornmance of the enployee is neasured by
successful achievenent in the area of assignment. Failure to
achi eve an acceptable | evel of performance within a reasonable
period of time will result in reassignnent of duties or the
term nation of enpl oynent.

Exanpl es of Work

Learns to performduties as assigned to a full-perfornmance
position; exanples of work may vary greatly, but exanples
below illustrate typical duties which could be assigned.

Prepares statistical reports and narratives relating to
operational and conprehensive pl ans.

Provi des services in the alleviation or prevention of
probl emati c situations.

Pronotes a particul ar program and stinul ates group and
i ndi vidual interest.

Conducts field investigations.

Performs inspections of stores, service establishnments,
industrial and related facilities.

Perfornms audits, reviews and wites new or revised job
specifications, policies, and procedures.

Gat hers raw data and researches background information for
use in general or specialized projects and prograns.

Resear ches, devel ops and wites managenent systens procedures.

Revi ews and eval uates environnental problens and applies
scientific know edge to prevent or mtigate pollution
effects.

Applies theoretical know edge of natural and physical science
or engineering principles to basic or applied problens in a
technical area in support of engineering or scientific
staff.
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Exanpl es of Work (cont'd)
Appl i es data processi ng knowl edge to a busi ness problemto
devel op a sol ution.

Know edge, Skills and Abilities

Know edge and understanding of the principles of the field in
which training is sought.

Ability to observe and report accurately and to eval uate using
under | yi ng princi pl es.

Ability to comunicate effectively both orally and in witing.

Ability to follow oral and witten instructions.

Ability to apply rules, regulations and policies to specific
pr obl ens.

Ability to prepare witten material in a clear concise form

Ability to establish and maintain effective working relation
ships with co-workers and the general public.

Addi tional know edge, skills and abilities specific to the
j ob may be required such as operating a notor vehicle or
first-aid training.

M nimum Qualifications

TRAINING Gaduation froman accredited four-year college or
university. Preference in making appointnments may be shown
to individuals with training directly related to the area
of assignment.

NOTE Serves as a "bridge" class for several non-licensed
pr of essi onal and post-baccal aureate | evel class series.
Used as pronotional only for paraprofessional, technical
and clerical enployees. Pronotional criteria to be any
conbi nation of related training and experience which woul d
have al |l owed enpl oyees to acquire the know edge, skills and
abilities to performthe work in the assigned areas wll be
determ ned by the D vision of Personnel.
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