[image: image1.png]STATR

N\ Wastingtorn
% Secretary of State

SAM REED




      



Archives Division

NON-PERMANENT PROJECT OFFICE ASSISTANT 2

Direct Employment Opportunity


Recruitment Number: 12 ARC OA2 P100A
Classification: Office Assistant 2 (100I)

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

Posting Date: April 26, 2012
Closing Date: May 3, 2012
This recruitment will be used to fill several non-permanent project positions only.  Applications may be reviewed upon receipt.  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.

LOCATION

There are several non-permanent project openings with the DSHS CA Prepping Project #PE3009 funded through December 31, 2012.  These positions are located at the Department of Social and Health Services in downtown Olympia.  The hiring list created from the recruitment will be used to fill additional openings as they may occur.
POSITION SUMMARY
We are looking for employees who enjoy being part of a team!  

As a document prepping employee, performs a variety of assigned routine office duties to prepare and process documents and records for imaging.  Works independently within established guidelines and brings unusual complex issues to supervisor or lead worker to ensure that work product meets expectations, is completed on-time, and ensures that the quality standards of DSHS, the Archives, and international standards groups are met or exceeded.

REQUIRED QUALIFICATIONS
· High school diploma or GED equivalent
DESIRABLE QUALIFICATIONS

· Six months of experience performing digital image creation processes, including document preparation, the operation of scanners, indexing, and quality control, in a production environment
· Six months of experience using standard office software applications such as Microsoft Office Suite (Outlook, Work, Excel)
· Six months of experience using database software such as Microsoft Access or a production system to perform data entry tasks and locate records
CONDITIONS OF EMPLOYMENT
· Ability to move and maneuver objects weighing up to 40 pounds with or without reasonable accommodation
· Due to the nature of the DSHS case files, employees must be willing and able to work with disturbing and adverse materials including photographs
· This position is covered by a union shop provision.  Therefore, as a condition of employment, the candidate appointed will be required to become a member of the Washington Federation of State Employees (WFSE)
· Background investigations are required due to the nature and security requirements of the job.  Applicants will be required to sign releases of information.  Background investigations are part of the pre-employment selection process and are not a commitment to employment
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. A letter of interest describing how your experience and qualifications relate to the position summary and required and desirable qualifications

2. A completed employment application form, available at: http://www.sos.wa.gov/office/docs/OSOSEmploymentApplication.doc
3. A current resume and 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 ARC OA2 P100A 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.  For questions, contact the recruiter by phone at (360) 236-5073, or by email at Recruitment@sos.wa.gov 

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).  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.
