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Elections Division
INITIATIVE CHECKER
Direct Employment Opportunity


Recruitment Number: 08 ELIN
Classification:  Office Assistant 1 (100H)
Status: Part-Time, Non-Permanent
Location: Olympia, WA
Salary: $10.62 - $13.67 per hour (Range 25)
Posting Date: May 23, 2008
Closing Date: June 6, 2008
This recruitment will be used to fill Initiative Checker positions for the year of 2008.  Applications will be reviewed upon receipt.  The hiring authority reserves the right and may exercise the option to make a hiring decision at any time.  It will be to the applicant’s advantage to submit materials as soon as possible. 


AGENCY PROFILE
Headed by an elected state official, the Office of the Secretary of State is responsible for administering elections within the state, registering corporations and charities that do business within the state, collecting and preserving the records of governmental bodies within the state, and maintaining the Washington State Library.  The agency also administers the Address Confidentiality Program, the Productivity Board, and the Oral History Program.  Visit our website at:  www.secstate.wa.gov.

POSITION SUMMARY
The position assists in the verification and canvass of legal voters’ signatures on Initiative petition sheets in accordance with state law.  Typical duties performed are stacking, stamping, opening, coding, sorting, or alphabetizing petition sheets, examining sheets for problems, and comparing signatures from online voter registration records to those on petition sheets.  The start date and duration of work depend upon petition submission dates and number of signatures to be checked.  Approximate start is June/July 2008.  Approximate duration is up to 32 hours per week, for 2-8 weeks. 
REQUIRED QUALIFICATION
· Regular and reliable attendance is required

· Ability and willingness to perform simple and repetitive office tasks
· Ability and willingness to sit for two hours at a time using a computer and viewing a monitor 

DESIRABLE QUALIFICATION

· High school diploma or GED equivalent
COMPENSATION

$10.62 - $13.67 per hour, depending on qualifications.  These positions offer holiday pay and sick leave; optional credit unions, savings bonds, and deferred compensation plans.
APPLICATION PROCESS
To be considered for this position, please submit:
1. A completed employment application http://www.secstate.wa.gov/office/docs/OSOSEmploymentApplication.doc
2. Voluntary completion of the applicant profile data form is appreciated  http://www.secstate.wa.gov/office/docs/ApplicantProfileDataForm.doc
3. Submit electronically to: recruitment@secstate.wa.gov, indicating 08 ELIN on the subject line; Electronic submission (e-mail) is preferred & original signatures are not required; Alternatively, you may submit your materials via US Mail: Office of the Secretary of State, Recruitment, PO Box 40227, Olympia, WA 98504 or fax to: (360) 586-2033

Note: The act of submitting application materials is considered affirmation that the information provided is complete and truthful.  You understand that the state may verify information and that untruthful or misleading information is cause for removal from applicant pool or dismissal if employed.
The Office of the Secretary of State is an equal opportunity employer (EOE).  Women, racial and ethnic minorities, persons over 40 years of age, persons of disability, disabled and Vietnam era veterans are encouraged to apply.  Persons of disability needing assistance in the application process, or those needing this announcement in alternative format, should call (360) 586-1170.

