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Administrative Services
CUSTODIAN 2

Direct Employment Opportunity


Recruitment Number: 12 ADM CSTN 2 0719
Classification: Custodian 2 (678J)

Status: Full-Time, Permanent
Location:  Olympia, WA
Salary: $2016 to $2520 per month (Range 28)

Posting Date:  July 19, 2012
Closing Date:  July 25, 2012
This recruitment will be used to fill this position only.  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 Legacy Program and the Combine Fund Drive.  Visit our website at:  www.sos.wa.gov.

There is currently one full-time Custodian 2 opening with the Administrative Services Division located in Olympia.  
POSITION SUMMARY
This position supports the mission of the Office of the Secretary of State by providing proper maintenance and custodial care to buildings that hold vital government records and documents, and by providing our staff and customers with clean, safe, secure and well maintained facilities.
REQUIRED QUALIFICATIONS
· High School Graduation or GED equivalent

· One year of experience in custodial work such as: collecting and disposing of garbage and trash, repairing or replacing fixtures, operating vacuum cleaners, and repairing and maintaining electric powered janitorial tools

· Ability and willingness to travel locally within Olympia and Tumwater during the workday

· Ability to move or relocate objects weighing up to 50 pounds with or without reasonable accommodation

Note: all experience is calculated as full-time, 40 hours per week or equivalent.  Required experience may be gained concurrently.
DESIRABLE QUALIFICATIONS

· One year of experience in building maintenance with responsibility for building repair including basic carpentry, electrical and/or plumbing repairs

· Six months of experience using standard office software applications such as Microsoft Office Suite (Word, Excel)

· Six months of experience composing, sending and responding to electronic mail using standard office software applications such as Microsoft Outlook
CONDITIONS OF EMPLOYMENT

The selected candidate must meet the following conditions of employment:   

· Successfully pass a Washington State Patrol background check

· Must have current blood borne pathogen training or complete it within first 60 days of employment.  Training includes:

· L&I Video: Bloodborne Pathogens for Custodians (#V1298, 15 min.)

· DES eLearning: Bloodborne Pathogens (1 hour)
COMPENSATION

$2016 - $2520 per month, depending on qualifications.  Washington State offers a full benefits package that includes health, life, and long term disability insurance; paid vacation, sick, and military leave; optional credit unions, savings bonds, and deferred compensation plans; eleven paid holidays; and a public employees’ retirement plan.
Note:  The salary listed above includes a legislatively mandated 3% reduction thru June 29, 2013.
APPLICATION PROCESS

To be considered for this position, please submit the follow information:

1. To apply for this job, go to our homepage and download the application form at http://www.sos.wa.gov/office/docs/OSOSEmploymentApplication.doc .  Fill out the application in detail; listing all previous employers and the duties you performed.  

2. In addition to the application form, answer each of the supplemental questions below and submit with your application.  

3. A list of at least three professional references with contact information, including a statement from you granting permission to contact your references.

4. Voluntary completion of the applicant profile data form is appreciated.  This form is available at: http://www.sos.wa.gov/office/docs/ApplicantProfileDataForm.doc  

Submit all application materials electronically to: recruitment@sos.wa.gov, indicating Recruitment # 12 ADM CSTN 2 0719 in the subject line.  Electronic submission (e-mail) is preferred & original signatures are not required.  Alternatively, you may submit your materials via US Mail to: Office of the Secretary of State, Recruitment, PO Box 40227, Olympia, WA 98504, or fax to: (360) 236-5075.

SUPPLEMENTAL QUESTIONS
Instructions:  Answer YES or NO to each of the first five questions.  For questions six through nine, describe your work experience, completed training, and other accomplishments that show how you meet the qualifications for this position.  Failure to submit your responses to these questions as part of your application packet will result in disqualification.

1.  Do you have a high school diploma or a GED?  ___Yes ___No
2.  Are you able and willing to travel within the Olympia and Tumwater local area during the workday?  ___Yes ___ No
3.  Are you able to move and maneuver objects weighing up to 50 pounds with or without reasonable accommodation?  ___Yes ___ No
4.  Do you have a current certification of completion, or are you willing to complete blood borne pathogen training within the first 60 days of employment?  ___Yes   ___ No
5.  Are you willing to undergo and successfully pass a Washington State Patrol background check?  ___Yes ___ No
6.  Describe your custodial work experience such as collecting and disposing of garbage and trash, repairing or replacing fixtures, operating vacuum cleaners, and repairing and maintaining electric powered janitorial tools.  Specify the number of months or years of experience you have and where you gained it.  
7.  Describe your experience in building maintenance with responsibility for building repair including carpentry, electrical and/or plumbing repairs.  Specify the number of months or years of experience you have and where you gained it.

8.  Describe your experience using electronic mail applications such as Microsoft Outlook.  Specify the number of months or years of experience you have and where you gained it.  
9.  Describe your experience using standard office software applications such as Microsoft Word and Excel.  Specify the number of months or years of experience you have and where you gained it.  

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).  We do not discriminate on the basis of race, color, national origin, creed, sex, sexual orientation, disability, familial status, marital status, and age.  All interested candidates are encouraged to apply.  Persons of disability needing assistance in the application process, or those needing this announcement in alternative format, should call (360) 236-5073.
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