ACCOUNTING TECHNICIAN 2

Nature of Work '

Under general supervision, performs entry level accounting support duties. The incumbent is
responsible for performing routine posting and adjusting to the general ledger, processing claims
and invoices, and reviewing transactions for completeness, accuracy, and compliance with state and
federal laws and regulations. Performs related work as required.

Distinguishing Characteristics

This is beginning level paraprofessional accounting/auditing work. Duties are distinguished by the
recording and balancing of routine financial and numerical data in accordance with agency
standards and work procedures.

Examples of Work

Processes claims and invoices; accurately calculates and records amounts.

Prepares bank deposits and/or checks.

Performs routine posting and adjusting to ledger.

ldentifies and corrects own routine posting errors.

Classifies/ codes according to a chart of accounts.

Performs routine reconciliation reports such as bank reconciliations and batch reports.
Maintains accounting records; gathers data and prepares financial statements and reports from
records maintained.

Contacts associates, administrators, and general public in order to obtain information, discuss
changes in documents, or resolve routine problems with accounts.

Knowledge, Skills and Abilitiess

Knowledge of basic mathematical computations.

Knowledge of the operation of office equipment such as a copier, fax machine, and personal
computer. _

Skill in the use of a calculator.

Ability to detect and correct errors in arithmetic or to refer to proper source for correction.
Ability to gather and compile data for use in financial reports.

Ability to communicate effectively, both verbally and in writing.

Ability to establish and maintain effective working relationships with others.

Minimum Qualifications

Training:

Graduation from a standard four-year high school or the equivalent.

Experience:

Two years of full time or equivalent part time paid bookkeeping, accounting or related experience.
Substitution:

Successful completion of college-level accounting courses from an accredited college or university
may be substituted at the rate of three semester hours equals six months experience; OR
Successful completion of related business school or vocational training may be substituted for the
experience through an established formula.
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ADMINISTRATIVE SERVICES ASSISTANT 1

Nature of Work T

Under general supervision, performs administrative work in providing support services such as fiscal,
personnel, payroll or procurement in a small division or equivaient organization level. May function in an
assist role or in a specialized capacity in a large agency or department. Develops or assists in developing
and implements plans/procedures for resolving operational problems and in improving administrative
services. Work is typically varied and includes inter- and intra-governmental and public contact. Performs
related work as required.

Distinguishing Characteristics

Positions in a small agency or division may be responsible for a significant administrative component;
other positions assist an administrative supervisor in a large state agency. Authority to vary work methods
or policy applications or to commit the agency to alternative course of action is limited.

Examples of Work

Confers with inter- and intra-agency personnel to transact business, gather information, or discuss
information; may be in a position with public or federal government contact.

Gathers and compiles information for state records; writes reports, balances tally sheets, and monitors
inventories, purchases, and sales. )

Updates records and contacts employees to gather information; represents the supervisor or unit in the
area of assignment at in-house meetings.

Maintains files of information in hard copy files or electronic format; runs reports for regular or intermittent
review.

Assists in determining the need for changes in procedures, guidelines and formats; devises a solution;
monitors the success of solutions by devising quantitative/qualitative measures to document the
improvement of services.

Assists in the writing of manuals in the area of assignment; clarifies the wording and describes new
procedures accurately.

Knowledge, Skills and Abilities

Knowledge of regulations, processes and procedures in the area of assignment.

Knowledge of general office practices and procedures.

Knowledge of state and federal laws and regulations related to the area of assignment.

Ability to collect and compile accurate information.

Ability to conceptualize the nature of service difficulties and devise appropriate work methods, tools, and
configurations to correct the problem.

Ability to prepare flowcharts, graphs and status reports.

Ability to communicate with a wide variety of people, both orally and in writing.

Ability to perform basic arithmetic.

Minimum Qualifications

Training:

Graduation from an accredited college or university. Preference may be given to candidates with a major
in the area of public or business administration, accounting, industrial relations, communications or
related field. '
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ADMINISTRATIVE SERVICES ASSISTANT 1 - Continued

Substitution:
Additional qualifying experience as described below may be substituted on a year-for-year basis for the
required training.

Experience:

One year of full-time or equivalent part-time paid employment in a technical or advanced clerical position
providing administrative services such as accounting, budgeting, project monitoring and reporting,
personnel, or procurement and property.

Substitution:
Successful completion of graduate study in an accredited college or university in one of the above fields
may be substituted for the required experience on a year for-year basis.
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ADMINISTRATIVE SERVICES ASSISTANT 2

Nature of Work

Under limited supervision, performs administrative and supervisory work in providing support
services such as fiscal, personnel, payroll or procurement in a state agency or facility or serves as
the assistant supervisor in a major administrative support unit of a large state agency. Develops
policies and procedures for resolving operational problems and for improving administrative
services. Supervises the work of office support staff in rendering required services. Work is
typically varied and includes extensive inter- and intra governmental and public contact. Has
some authority to vary work methods and policy applications and to commit the agency to
alternative course of action. Performs related work as required.

Distinguishing Characteristics

Positions in this class are distinguished from the Administrative Services Assistant 1 by the
supervisory nature of the work performed, by the size of the unit served and by the independence
of action granted. Positions in this class are responsible for a significant administrative
component in a medium size agency or state facility or serves as an Assistant Director of a major
administrative support component of a large state agency. Authority to vary work methods and to
commit the agency to alternative course of action is granted.

Examples of Work ‘

Confers with inter- and intra-agency personnel to transact business, gather information, or
discuss information; may be in a position with public or federal government contact.

Conducts performance surveys and reviews agency methods of operation; devises flowcharts and
graphs; may conduct cost analysis studies.

Gathers and compiles information for state records; writes reports, balances tally sheets, and
monitors inventories, purchases, and sales.

Updates records and contacts employees to gather information; represents the agency in the area
of assignment in both internal and external meetings.

Maintains files of information in hard copy files or electronic format; runs reports for regular or
intermittent review.

Determines the need for changes in procedures, guidelines and formats; devises a solution;
monitors the success of solutions by devising quantitative/qualitative measures to document the
improvement of services.

Writes manuals in the area of assignment; clarifies the wording and describes new procedures
accurately.

Supervises the work of Office Assistants, Accounting Assistants or other support staff.

Knowledge, Skills and Abilities

Knowledge of regulations, processes and procedures in the area of assignment.
Knowledge of general office practices and procedures.

Knowledge of state and federal laws and regulations related to the area of assignment.
Ability to collect and compile accurate information.

Ability to conceptualize the nature of service difficulties and devise appropriate work methods,
tools, and configurations to correct the problem.

Ability to prepare flowcharts, graphs and status reports.

Ability to communicate with a wide variety of people, both orally and in writing.
Ability to perform basic arithmetic.

.Ability to supervise the work of others.
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Minimum Qualifications

Training:

Graduation from an accredited college or university. Preference may be given to candidates with
a major in the area of public or business administration, accounting, industrial relations,
communications or related field.

Substitution:

Additional qualifying experience as described below may be substituted on a year-for year basis
for the required training.

Experience:

Two years of full-time or equivalent part—tlme paid employment in a technical or professmnal
position providing administrative services such as accounting, budgetmg, project monitoring and
reporting, personnel, or procurement and property.

Substitution:

Successful completion of graduate study in an accredited college or university in one of the
above fields may be substituted for the required experience on a year for-year basis.
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CUSTODIAN

Nature of Work

Under general supervision, performs routine manual work at the full-performance level cleaning
in and around State buildings and institutions. Work involves maintaining cleanliness and
orderliness in an assigned area. Performs related work as required.

Examples of Work

Dusts, cleans, polishes, and waxes furniture, fixtures, woodwork, and equipment.

Washes windows and cleans blinds.

Cleans restrooms and replenishes with supplies.

Sweeps, mops, waxes, and polishes floors, stairs, corridors, and courts using brooms, mops, and
buffers.

Cleans rugs and carpets with vacuum cleaners.

Disposes of trash and waste materials.

Cleans doors, door facings, and walls with disinfectant.

Assists in moving equipment or in other manual tasks.

Checks and replaces light bulbs.

Sweeps sidewalks around buildings.

May shelve restroom and laundry supplies.

May deliver mail, messages and packages to other State offices, local busmesses or central mail
room.

Knowledge, Skills and Abilities

Knowledge of cleaning methods and procedures.
Ability to understand and follow oral instructions.
Ability to perform manual work.

Ability to operate vacuum cleaners and buffers.
Ability to choose and use appropriate cleaning agents.

Minimum Qualifications
Training:
No formal education required.
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DATA ENTRY OPERATOR 1

Nature of Work

Under direct supervision, at the entry level, rapidly and accurately transcribes alpha/numeric data
from routine source documents into computer usable form by operating any of several devices; uses
multiple formats as guidelines for proper entry of the data. Accessing and manipulating the data
normally is not required. Shift work may be necessary. Performs related work as required.

Distinguishing Characteristics

Data Entry Operator 1 is production-intensive class using multiple formats as guidelines for proper
entry of the data. The work requires repetitive and sustained high speed operation of data entry
devices, sitting for long periods of time at fixed posture, handling confidential information and
working in a production environment under demanding time pressures.

Data Entry Operator 1 is distinguished by entry-level to full performance work of a routine nature.
Data Entry Operator 1's enter information from a limited number of routine source documents into a
limited number of screens. Performs related work as required.

Examples of Work

Enters routine to complex data for computer input using either teleprocessing terminals, key-to-disk,
key-to-tape, key-to diskette or card punch machines.

Follows established guidelines such as formats for entering data.

After entering data, posts to batch ticket or production log such information as the batch type,
quantity, operator's name and section, data, number processed, number rejected, etc.

Verifies data entered by other operators using either teleprocessing terminals, key-to-disk, key-to-
tape, key-to diskette, or card punch machines and makes necessary corrections.

May identify errors on the source documents and make necessary corrections.

Knowledge, Skills and Abilities

Ability to learn and/or fo operate data entry equipment such as teleprocessing terminals, key-to-disk,
key-to-tape, key-to diskette or card punch machines.

Ability to understand and follow detailed oral and written instructions.

Ability to perform repetitive tasks accurately.

Ability to establish and maintain effective working relationships with others.

Minimum Qualifications
Training:
Graduation from a standard four-year high school or equivalent.
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DATA ENTRY OPERATOR 2

Nature of Work

Under direct supervision, at the full-performance level, rapidly and accurately transcribes
alpha/numeric data from routine, complex, or rough source documents into computer usable
form by operating any of several devices. Performs complex assignments such as entering
detailed budgets and pay plans or data which deviates from a standard procedure according to
changes in coded information. Accessing and manipulating the data is normally not required.
Shift work may be necessary. Performs related work as required.

Distinguishing Characteristics

Both Data Entry Operator 1 and 2 are production-intensive classes using multiple formats as
guidelines for proper entry of the data. The work requires repetitive and sustained high speed
operation of data entry devices, sitting for long periods of time at fixed posture, handling
confidential information and working in a production environment under demanding time
constraints.

Data Entry Operator 2 is distinguished from Data Entry Operator 1 by the performance of the
employee when evaluated against several criteria such as strokes per hour, error rate,
independently developing low-level format programs for new jobs and familiarity with multiple
screens; the source documents are also considered in the evaluation.

Examples of Work

Enters routine to complex data for computer input using either teleprocessing terminals, key-to-
disk, key-to-tape, key-to diskette or card punch machines.

Follows varied procedures as well as established guidelines such as formats for entering data.
Develops and maintains low-level format programs for new jobs.

After entering data, posts to batch ticket or production log such information as the batch type,
quantity, operator's name and section, data, number processed, number rejected, etc.

Verifies data entered by other operators using either teleprocessing terminals, key-to-disk, key—
to-tape, key-to diskette, or card punch machines and makes necessary corrections.

May identify errors on the source documents and make necessary corrections.

Knowledge, Skills and Abilities

Knowledge of the operation of data entry equipment.

Knowledge of the data entry standards and formats used by the unit.

Skill in the operation of data entry equipment such as teleprocessing terminals, key-to-disk, key-
to-tape, key-to diskette or card punch machines.

Ability to develop low-level format programs.

Ability to understand and follow detailed oral and written instructions.

Ability to perform repetitive tasks accurately.

Ability to establish and maintain effective working relationships with others.

Minimum Qualifications

Training:

Graduation from a standard four-year high school or equivalent.
Experience:

One year of full-time or part-time equivalent experience in data entry.
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Substitution:
(1) Completion of twelve hours in computer science from an accredited college or university

OR

(2) Completion of four courses in data processing, data entry, and/or word processing from an
accredited business or vocational school may substitute through an established formula for the

required experience.
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EXECUTIVE SECRETARY

Nature of Work

Under limited supervision, performs highly responsible advanced level administrative support work in
providing assistance to a department secretary. Work involves independent responsibility for making limited
policy interpretations in dealing with the public and acting with authority on office management and
administrative functions in the absence of the supervisor. Responsibilities include high level secretarial,
clerical, office management and general administrative duties with primary emphasis on relieving the
supervisor of administrative details. Work is performed in strict confidence and in accordance with modern
professional secretarial principles and techniques. Supervision may be exercised over subordinate office
clerical personnel. Performs related work as required.

Examples of Work

Performs a variety of administrative tasks for the supervisor including organizing an appointment calendar,
screening visitors and telephone calls, making travel arrangements, answering routine correspondence,
accumulating information for reply to requests by correspondence and/or telephone.

Takes dictation of a confidential and technical nature from the supervisor or transcribes dictation from a
transcribing machine. -

Types correspondence, reports, forms, contracts, bulletins, manuals, narratives and other documents and
related office material which may require a familiarity with specialized terminology such as medical and/or
legal terms.

Independently composes and types correspondence for the supervisor's signature from general instruction or
marginal notes.

Supervises the clerical operation of the office; directs the clerical staff on departmental or divisional policies
and procedures.

Gathers and computes information for the supervisor on special assignments, regular reports, budgets or
speeches.

Schedules conferences and meetings; contacts individuals to participate, assuring convenient time for all those
involved or arranges time changes convenient to all participants, arranges meeting facilities, transportation for
guest participants and/or speakers; takes minutes of meetings and transcribes minutes and assures appropriate
distribution of copies.

Maintains and organizes the office files; assures that proper security measures are followed concerning
confidential files and materials; maintains supervisor's manuals, regulations, staffing patterns, etc.

Assists the supervisor in planning and analyzing specific office problems affecting operations; advises the
supervisor of the current situation and problems resulting; and makes recommendation of possible solutions.

Knowledge, Skills and Abilities

Knowledge of modern office procedures, practices, and equipment.

Knowledge of agency rules, regulations, and procedures.

Ability to maintain detailed records according to a prescribed format.

‘Ability to refrieve and utilize information from multiple sources to complete assignments.

Ability to compose correspondence dealing with routine inquiries regarding the services or procedures of the
organizational unit.

Ability to plan, schedule, assign and review the work of other employees.

Ability to take dictation or operate a transcribing machine.

Ability to deal with the public in an effective and courteous manner, and to establish and maintain effectlve
working relationships with superiors, subordinates, associates, other organizations, and the general public.
Ability to analyze operational procedures and prepare reports of findings and recommendations for
modifications.

Ability to operate standard office equipment.

Ability to add, subtract, divide, and multiply whole and fractional numbers.

Minimum Qualifications
Training:
Graduation from a standard four-year high school or equivalent.
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Executive Secretary — Continued

Experience:
Six years of full-time or equivalent part-time paid secretarial experience, two years of which must have
included administrative support or complex clerical duties.

Substitution:

Successful full-time study in an accredited college or university or related business or vocational school
training may be substituted through an established formula for the required experience outside the area of
assignment.
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GROUNDSKEEPER

Nature of Work

Under general supervision, performs work at the full performance level by being responsible for
the appearance, repair, and general care of the grounds of a state facility. Plants grass, flowers,
shrubs, trees; mows grass and trims shrubbery. Performs necessary preventive measures for
insect and vermin control and against other damaging effects. Assists in the selection of supplies
and equipment. Has some latitude to vary methods and procedures, within prescribed guidelines.
May perform additional routine maintenance work and/or assign work to other staff or residents.
Performs related work as required.

Examples of Work

Assigns work details to employees patients, or inmates.

Supervises and participates in grounds maintenance, including tnmmmg trees, cutting grass, and
cultivating plants and shrubs.

Makes improvements to walks, lanes, sheds, and benches, including painting and minor repairs.
Performs preventive maintenance pertaining to grounds area.

Knowledge, Skills and Abilities

Knowledge of groundskeeping and simple horticulture practices.

Knowledge of care of flowers, trees and shrubs common to grounds work; of methods of
cultivating, pruning, spraying, trimming, and sodding.

Knowledge of the materials and tools used in such work, and of ordinary plant diseases and pest
control.

Ability to maintain and make ordinary repairs to machinery and equipment.

Ability to make improvements and minor repairs to walks, lanes, parking lots, sheds, and
benches.

Ability to plan, lay out, and supervise the work of patients, inmates, or employees.

Minimum Qualifications Training:

Must be able to pass a written test at the eighth grade level.

Experience:

Six months of full-time or equivalent part-time paid experience in groundskeeping work.
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GUARD 2

Nature of Work

Under general supervision, performs full-performance level work monitoring state property by
making periodic inspection of assigned areas to inspect or alter equipment operation; detects fire,
theft, vandalism, and illegal entry; secures areas. Investigates criminal offenses and causes
warrants to be issued; and follows up with court proceedings as necessary. May be required to
work rotating shifts, nights, evenings and/or holidays. Performs related work as required.

Distinguishing Characteristics

Work at this level is distinguished by the predominance of duties involving the securing or
security of the facility. The extent of legal authority with regard to unauthorized activities may
include carrying a firearm in the performance of the work, swearing-out warrants and appearing
in court.

Examples of Work

Patrols building and grounds to make routine checks of equipment, grounds and property, and to
check for danger from fire, theft, or other hazards.

Reports emergency phone calls to proper supervisor.

Responds to calls for assistance from individuals or groups, such as patients on facility grounds.
Conducts required safety inspections. :

Maintains order and prevents disturbances.

Sounds alarm in case of fire or other emergency and/or dangerous situation.

Reports irregular or unauthorized activities, property damage, safety hazards, and malfunctioning
equipment.

May be required to use physical force in apprehending or detaining escapees or trespassers.

- Knowledge, Skills and Abilities

Knowledge of the uses of basic fire fighting equipment.

Knowledge of the use and maintenance of firearms.

' Knowledge of appropriate legal action taken upon discovery of problem.
Ability to observe and detect anything out of the ordinary which might result in damage to state
property.

Ability to remain awake and alert.

Ability to act quickly in the event of an emergency.

Ability to subdue offenders without harm to offender or self.

Ability to use self-defense tactics in case of personal attack.

Ability to use firearms safely.

Ability to carry-out oral and written instructions effectively.

Minimum Qualifications

Training:

Must be able to pass a test at the eighth grade level.
Experience:

One year of full-time or equivalent part-time paid employment.
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GUARD 1

Nature of Work

Under general supervision, performs full-performance level work monitoring state property by
making periodic rounds of assigned areas to inspect or alter equipment operation; detect fire,
theft, vandalism, and illegal entry and secure areas. Irregular circumstances are reported to
proper authority. May be required to work rotating shifts and holidays. Performs related work as
required.

Distinguishing Characteristics

Work at this level is distinguished by the predominance of duties involving or related to the
securing or security of the facility. The extent of legal authority with regard to unauthorized
activities is limited. There is no authority granted to carry a weapon.

Examples of Work

Patrols building and grounds to make routine checks of equipment, grounds and property, and to
check for danger from fire, theft, or other hazards; punches time clock to verify that rounds are
made regularly and punctually.

Sounds alarm in case of fire or other emergency and/or dangerous situation.

Reports emergency phone calls to proper supervisor.

Takes daily receipts to bank.

Warns violators of rule infractions.

Performs routine duties in building, such as checking water level of the boiler, or taking fuel
readings.

Controls traffic flow and parking on state property.

Turns on security lights, alarms.

May take identification pictures of clients admitted and new employees.

May require use of physical force in apprehending or detaining escapees or trespassers.

Knowledge, Skills and Abilities

Knowledge of the uses of basic fire fighting equipment.

Knowledge of appropriate legal action taken upon discovery of problem.

Ability to observe and detect anything out of the ordinary which might result in damage to state
property.

Ability to remain awake and alert.

Ability to act quickly in the event of an emergency.

Ability to carry-out oral and written instructions effectively.

Minimum Qualifications
Training:
Must be able to pass a test at the eighth grade level.
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HEALTH SERVICE WORKER (Certified Nursing Assistant)

Nature of Work

Under direct supervision, performs work at the full performance level providing basic personal and
nursing care related to the treatment, habilitation and rehabilitation for the mentally and/or physically
challenged at state operated facilities or in a community setting. Performs basic nursing care under
direct supervision; performs basic personal and/or therapeutic freatment duties. Travel may be
required. Performs related work as required.

Distinguishing Characteristics
This is full-performance level work providing basic care. The incumbents have successfully
completed training courses and/or have passed competency skills and written tests.

Examples of Work

Participates in a formal training program to develop the knowledge and abilities required for the class
and for career growth and opportunity.

Provides required personal care and hygiene services for clients such as bathing, grooming,
dressing, and feeding clients.

Teaches clients basic skills for the development of daily living habits regarding cleanliness, personal
hygiene, dressing, and eating skills, etc.

Motivates and encourages clients fo promote their treatment and development by engaging in one-
fo-one discussions and supportive relationship with the clients.

Provides nursing care such as taking temperature, blood pressure, pulse readings, and performs
routine treatment and first-aid under the direction of a licensed practical nurse, registered nurse or
physician.

Interacts with clients in a therapeutlc manner.

Participates with other treatment team members in overall programmatic rehabilitation activities to
facilitate change in the clients’ behavior.

Oversees or participates in planned recreational and social programs

Observes records and reports clients' behavior, attitudes and physical condition and reports
significant changes to proper staff. :
Escorts clients to meals, therapy, medical appointments and scheduled activities within and outside
the facility.

Performs duties necessary to maintain a safe, clean and orderly living and work area.

Knowledge, Skills and Abilities

Knowledge of the concepts of mental health, health disorders and related physical conditions and
treatment approaches.

Knowledge of simple nursing care, first-aid and personal and environmental hygiene.
Knowledge of the policies and procedures of the department, facility or service entity.

" Ability to provide simple nursing care, personal care and hygiene.

Ability to perform established treatment and programmatic activities.

Ability to teach clients eating, bathing, dressing, grooming and other self-care skills.
Ability to observe, record and report clients' behavior, attitudes and physical condition.
Ability to perform basic arithmetic.

Ability to observe the rights and personal dignity of clients.

Ability to maintain effective working relationships with clients and other employees.

Minimum Qualifications

Training:

Education equivalent to graduation from a standard high school or equivalent.

Experience:

One year of full-time or equivalent part-time paid or volunteer experience in the care, treatment and
development of the physically challenged or mentally ill or mentally retarded.

Page 15 of 25
2/13/04



Health Service Worker — Continued

SPECIAL REQUIREMENT FOR HEALTH DEPARTMENT T
Compiletion of an approved Nursing Assistant course from an approved Vocational Education
Technical Center or other approved program or certification by Department of Health as Health
Service Worker.

Applicants for positions in long-term care facilities or long term care units must meet the
following requirements:

1) Registration with the Nurse Aide Registry by passing a written and manual skills competency
evaluation; OR

2) Sit for the written and manual skills competency evaluation within twenty-four (24) months of
completing a state-approved curriculum which includes at least eighty (80) hours of instruction and
thirty-two (32) hours of clinical supervision; OR

3) Certification through reciprocity from an out-of-state program approved by the state agency.
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LABORATORY ASSISTANT 3

Nature of Work

Under general supervision, performs work at the advanced level by conducting varied technical
laboratory tests and analyses and complex and difficult laboratory tasks and examinations.
Provides comprehensive assistance to technical or professional personnel. May have lead work
responsibility. Performs related work as required.

Distinguishing Characteristics v

Performs various laboratory tests and analyses, as well as complex and difficult technical
laboratory tasks. Work at this level has more impact and consequence of error than the full-
performance level. Incumbent possesses considerable latitude to accomplish tasks.

Examples of Work

Performs various tests and analyses, including total organic carbon and chemical oxygen
demand. :

Registers and prepares samples for analysis.

Reads, interprets and computes test results.

Prepares media and reagents.

Responds to inquiries, requests and problems.

Sterilizes and discards infectious and disposable waste materials according to Food and Drug
Administration (FDA) and Environmental Protection Agency (EPA) regulations.

Cleans and sterilizes laboratory glassware and equipment and work area.

Maintains standardization of instruments and equipment to ensure precision and accuracy of
measurements.

Maintains adequate supplies.

Maintains required records.

Knowledge, Skills and Abilities

Knowledge of laboratory equipment, terminology, techniques and practices.

Knowledge of the federal requirements regarding proper disposal of laboratory waste materials.
Ability to perform calculations involving the application of basic mathematics.

Ability to communicate effectively orally and in writing.

Ability to set-up and maintain accurate records.

Minimum Qualifications

Training:

Graduation from a standard high school or the equivalent.

Experience:

Three years of full-time or equivalent part time paid experience in medical or other laboratory
work.

Substitution:

Successfully completed study in an accredited college or university which included at least ten
semester hours in physical or biological sciences or completion of a recognized laboratory
assistant course from a vocational school may be substituted on a year-for-year basis for the
required experience.
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LABORER

Nature of Work T T
Performs unskilled, light and heavy manual tasks in a wide variety of construction and maintenance
work. Some assignments require limited skills which can be readily learned on the job. Works under
the close supervision of a superior in performing new or non-routine tasks and under general
supervision when performing routine and repetitive tasks. Work is performed both indoors and
outdoors in all weather conditions and requires physical strength to lift heavy objects. Performs
related work as required.

Examples of Work

Picks up trash and debris and empties trash barrels.

Cleans pit toilets and comfort stations.

Paints and stains outbuildings and outdoor equipment.

Shovels snow and applies salt and sand as necessary.

Digs holes and drainage trenches, cleans out culverts with pick and shovel.
Loads and unloads trucks with sand, gravel, and waste material using hand tools.
Cuts grass with a hand scythe or hand mower.

Loads and unloads equipment and supplies using a handtruck.

Moves furniture and equipment located in state buildings.

Knowledge, Skills and Abilities

Knowledge of hand tools and maintenance techniques to keep them in good condition.
Ability to use simple hand tools and motorized equipment.

Ability to understand and follow oral instructions.

Ability to lift heavy objects and perform other strenuous tasks.

Minimum Qualifications
Training:
No formal education required.
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MAIL RUNNER

Nature of Work :
Under general supervision, performs entry level mail delivery tasks. Opens, sorts, and distributes
incoming and outgoing mail within a section or division of a state agency. Work involves travel
between other sections or divisions of the agency, within the immediate area or between

counties. May retrieve and deliver supplies or parts if necessary. Performs related work as
required.

Examples of Work :

Opens and sorts incoming mail for correct distribution.

Delivers mail, packages, or supplies to individual distribution points.

Gathers and transports outgoing mail to the post office.

Delivers or picks-up packages from other points to be taken to a final destination.

May assist in bulk mailings by folding, stuffing envelopes, batching, affixing mailing labels, or
recording number of items sent.

May weigh items to be shipped and determine the method of shipping; calculates shipping costs.
May keep a log of items received and delivered; may keep a log of mailing costs for usage
reports.

Knowledge, Skills and Abilities :
Knowledge of the agency's divisions or sections and their function.
Ability to learn U.S. Post Office regulations and mailing procedures.
Ability to lift heavy packages.

Ability to maintain simple records.

Minimum Qualifications

Training:

No formal training required.

Note: A valid West Virginia Driver's License may be required.
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OFFICE ASSISTANT 2

Nature of Work

Under general supervision, performs full performance level work in multiple-step clerical tasks
calling for interpretation and application of office procedures, rules and regulations. Performs
related work as required.

Distinguishing Characteristics

Performs tasks requiring interpretation and adaptation of office procedures as the predominant
portion of the job. Tasks may include posting information to logs or ledgers, and checking for
completeness, typing a variety of documents, and calculating benefits. May use a standard set of
commands, screens, or menus to enter, access and update or manipulate data.

At this level, the predominant tasks require the understanding of the broader scope of the work
function, and requires an ability to apply job knowledge or a specific skill to a variety of related
tasks requiring multiple steps or decisions. Day-to-day tasks are routine, but initiative and
established procedures are used to solve unusual problems. The steps of each task allow the
employee to operate with a latitude of independence. Work is reviewed by the supervisor in
process, randomly or upon completion. Contacts are usually informational and
intergovernmental.

Examples of Work

Posts information such as payroll, materials used or equipment rental to a log or ledger; may be
required to check for completeness; performs basic arithmetic calculations (addition, subtraction,
division or multiplication); corrects errors if the answer is readily available or easily determined.
Maintains, processes, sorts and files documents numerically, alphabetically, or according to other
predetermined classification criteria; reviews files for data and collects information or statistics
such as materials used or attendance information.

Answers telephone, screens calls, takes messages and complaints; gives general information to
callers when possible, and specific information whenever possible.

Receives, sorts and distributes incoming and outgoing mail.

Operates office equlpment such as addmg machine, calculator, copying machme or other
machines requiring no special previous training.

Types a variety of documents from verbal instruction, written or voice recorded dictation.
Collects, receipts, counts and deposits money.

Calculates benefits, etc., using basic mathematics such as addition, subtraction, multiplication,
division and percentages.

Posts records of transactions, attendance, etc., and writes reports.

May compile records and reports for supervisor.

May operate a VDT using a set of standard commands, screens, menus and help instructions to
enter, access and update or manipulate data in the performance of a variety of clerical duties;
may run reports from the database.

Knowledge, Skills and Abilities
Knowledge of office procedures and methods.
Knowledge of business English, spelling and arithmetic.
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Ability to operate the common types of office equipment related to the job.
Ability to understand and follow oral and written instructions.

Minimum Qualifications

Training:

Graduation from a standard high school or the equivalent.

Experience:

Two years of full-time or equivalent part-time paid experience in routine office work.
Substitution:

College hours, related business school, or vocational training may be substituted through-an
established formula for the required experience.
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OFFICE ASSISTANT 3

Nature of Work

Under general supervision, performs advanced level, responsible and complex clerical tasks of a
complicated nature involving interpretation and application of policies and practices. Interprets office
procedures, rules and regulations. May function as a lead worker for clerical positions. Performs
related work as required.

Distinguishing Characteristics

Performs tasks requiring interpretation and adaptation of office procedures, policies, and practices. A
significant characteristic of this level is a job inherent latitude of action to communicate agency policy
to a wide variety of people, ranging from board members, federal auditors, officials, to the general
public.

Examples of Work

Analyzes and audits invoices, bills, orders, forms, reports and documents for accuracy and initiates
correction of errors.

Maintains, processes, sorts and files documents numerically, alphabetically, or according to other
predetermined classification criteria; researches files for data and gathers information or statistics
such as materials used or payroll information.

Types a variety of documents from verbal instruction, written or voice recorded dictation.

Prepares and processes a variety of personnel information and payroll documentation.

Plans, organizes, assigns and checks work of lower level clerical employees.

Trains new employees in proper work methods and procedures.

Answers telephone, screens calls, takes messages and complaints and gives information to the
caller regarding the services and procedures of the organizational unit.

Receives, sorts and distributes incoming and outgoing mail.

Operates office equipment such as electrical calculator, copying machine or other machines.
Posts records of transactions, attendance, etc., and writes reports.

Files records and reports.

May operate a VDT using a set of standard commands, screens, menus and help instructions to
enter, access and update or manipulate data in the performance of a variety of clerical duties; may
run reports from the database and analyze data for management. .

Knowledge, Skills and Abilities

Knowledge of office methods of practices and procedures.

Knowledge of business English, spelling and arithmetic.

Knowledge of program operations and policies with respect to general functions performed.

Ability to maintain or supervise the maintenance of records of some complexity and to prepare
reports and tabulations from these records.

Ability to establish and maintain effective working relation ships with other employees and the pubilic.
Ability to understand and effectively carry out complex oral and written directions.

Minimum Qualifications

Training:

Graduation from a standard high school or the equivalent.

Experience;

Four (4) years of full-time or equivalent part time paid experience performing routine office work.
Substitution: .
College hours, related business school, or vocational training may be substituted through an
established formula for the required experience.
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PAINTER

Nature of Work

Under general supervision, performs, at the intermediate to experienced journey level, painting,
finishing and decorating wood, metal and concrete surfaces of buildings, equipment, machinery
and furnishings, interior and exterior, at state correctional, educational, recreational and health
facilities and other public buildings. Performs related work as required.

Examples of Work

Moves furniture and covers non-movable items such as shelves and lab bench tops to protect
them from splatters.

Cleans new and old surfaces for finishing by the use of sandpaper, burners, scrapers, brushes,
sanding machines, dusters, washing compounds and finish removers; fills small holes and cracks.
Mixes paints and allied products; matches colors, applies undercoats and finish coatsto
furnishings, machinery, equipment, exterior and interior surfaces of buildings using brush, roller
Or spray gun. _

Erects scaffolding needed to paint structures.

Creates and uses stencils; letters signs.

Cuts and installs glass; performs routine glazing operations.

Performs a limited amount of related carpentry, minor plumbing and electrical tasks occasionally
as well as other maintenance work.

Knowledge, Skills and Abilities

Knowledge of methods, materials, tools and equipment used in painting and finishing.
Knowledge of occupational hazards and safety precautions of the trade.

Skill in preparing surfaces for finishes.

Skill in using brush, roller and spray gun in painting and finishing.

Skill in preparing and applying varnishes, shellacs and paints which have water, oil and latex
bases.

Skill in mix paints and match colors.

Ability to keep simple records and prepare simple reports.

Ability to safely work with finishing products that produce toxic or hazardous fumes.
Ability to safely work at various heights on ladders, platforms and scaffolds.

Minimum Qualifications

Training:

No formal education required.

Experience:

Two years of full-time or equivalent part-time paid experience as a painter or self-employment in
the painting trade or as a skilled painter's helper.
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PARALEGAL

Nature of Work

An employee in this class assists an attorney or administrative superior in a legal setting by
conducting research of legal sources such as statutes, regulations, legal opinions and related
documents necessary for the preparation of briefs, pleadings and appeals. In a regulatory setting the
incumbent may review and approve applications and reports for compliance with laws and
regulations. The work may involve the preparation of case summaries and reports of pertinent facts
in hearings attended. Considerable contact is maintained with attorneys and judicial personnel in the
compilation of information. The incumbent may direct an office clerical staff. Performs related work
as required.

Examples of Work

Researches legal sources such as statutes, recorded judicial decisions and legal codes.

Writes abstracts of evidence presented at administrative hearings and summaries of information on
hearings or claims.

Writes transcripts of appeal proceedmgs and transmits a copy of such transcripts to the appeal or
hearing board.

Directs clerical personnel in the typing and preparation of briefs and legal documents.

Writes transcripts or hearings of appeals proceedings and transmits copy of such transcripts to the
appeal or hearing board.

Maintains records of all cases before counsel including briefs submitted, rulings and opinions and all
cases appealed to the Supreme Court of Appeals.

Attends hearings before the appeal or hearing board or the Supreme Court of Appeals.

Keeps abreast of changes in agency or departmental laws, rules and regulations as well as state,
federal and local laws relating to the area of assignment.

Collects and summarizes information from books and periodicals for review by a responsible
administrator or counsel.

Composes routine correspondence.

May maintain office statistical records.

May prepare legal documents for civil action in tax cases.

Monitors the movement of pending legislation in order to answer questions for departmental or
agency personnel. ,

Knowledge, Skills and Abilities

Knowledge of the broad principles and application of law, evidence, pleadings, and judicial
procedure in West Virginia.

Knowledge of and ability to effectively utilize the English language.

Knowledge of legal citations.

Ability to gather and interpret pertinent statutory and regulatory provisions and present findings in a
logical and persuasive written form.

Ability to supervise personnel engaged in clerical duties.

Ability to understand governmental organization and operation.

Minimum Qualifications

Training:

Successful completion of a Paralegal (Legal Assistant) training program.Substitution: Two years of
full-time or equivalent part-time paid experience in a legal setting which required performing legal
research, reading and interpreting laws, and preparing legal documents, under the supervision of an
attorney may substitute for the required training.
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WORD PROCESSOR

Nature of Work o ' ,
Under close supervision, at the full-performance level, performs skilled operation of word processing
equipment such as a memory typewriter, a personal computer, or other electronic keyboard to
produce draft and final copies of a variety of typed materials such as letters, memos, reports,
newsletters, brochures, articles, functional statements, legal motions, briefs, contracts, etc. This
class is limited to those positions where the primary function is the operation of word processing
equipment capable of data storage, formal coding, and/or text editing in a production setting
requiring advanced typing skills. It is not intended for use in general office settings where workers
use word processing equipment in lieu of typewriters in the course of daily clerical support. Performs
related work as required.

Examples of Work

Creates and sorts numerical and/or alphabetic data files.

Chooses form and format for routine correspondence and reports; follows given instructions for new
or more complex tasks; may suggest style of format to users.

Refers to equipment manuals to determine methods for operating equipment and coding; refers to
departmental manuals for commonly used formats.

Inserts and deletes information; moves material from document to document; merges items;
searches for spelling errors; searches and replaces items globally.

Stores information on disk or other magnetic storage medium; retrieves information from storage
medium for revision or printing.

Specifies and executes printer control commands such as single or double space, special margins,
last line instructions, etc.

Proofreads printed materials to ensure accuracy and proper grammar, corrects errors, and reprints
the copy.

Deletes obsolete documents from storage.

Knowledge, Skills and Abilities .

Knowledge of grammar, spelling and punctuation.

Knowledge of standard office procedures and practices.

Skills in using the text editing functions of the word processing equipment.

Ability to type accurately and rapidly.

Ability to edit documents without altering the intended legal meaning.

Ability to read equipment and departmental manuals and implement their instructions.

Minimum Qualifications

Training:

Education equivalent to graduation from a standard high school or the equivalent.

Experience:

One year of full-time or equivalent part-time paid experience in an office clerical position requiring
word processing.

Substitution:

Completion of formalized training in word processing from a business or vocational school may
substitute through an established formula for six months of the required experience.
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