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PROGRAM ASSISTANT
Special Programs Division
Direct Employment Opportunity

Recruitment Number:  13 SP PA 0156
Classification:  Program Assistant (107M)
Status: Full-Time, Permanent
Location:  Olympia, WA
Salary: $2212 to $2769 per month (Range 32)
Posting Date:  February 14, 2013
Closing Date:  February 21, 2013
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 one current opening with the Address Confidentiality Program.

POSITION SUMMARY
[bookmark: OLE_LINK1][bookmark: Text24]The Address Confidentiality Program (ACP) serves victims of domestic violence, sexual assault, stalking, threats and harassment, and provides assistance to those they interact with in other state government agencies and the general public. Issues may be critical, sensitive in nature, and require confidentiality and discretion.   This position organizes and performs work related to day-to-day ACP operations and represents the program to participants, other state agencies, and members of the public. This position must, at all times, maintain a professional attitude and demeanor.  

The primary functions of this position are processing incoming applications, maintaining participant files, and explaining rules and regulations, policies and procedures to participants, employees in other state agencies, and the general public. This position must be able to independently prioritize duties to complete incoming work within 24 hours of receiving it.
Because of the nature of the program, regular and reliable attendance is required.  

REQUIRED QUALIFICATIONS
· High School graduation or GED equivalent;
· Two years of clerical experience to include performance of the following tasks: answering phones, composing and editing correspondence, preparing reports, taking meeting notes or filing;
· One year of experience using standard office software products such as Microsoft Office Suite (Work, Excel, and Access) and Microsoft Outlook;
· Willingness and ability to work with victims of domestic violence, sexual assault, and stalking which involves exposure to potential disturbing and unpleasant information.

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

DESIRABLE QUALIFICATIONS
· Six months experience as a lead worker in an office environment to include performance of the following tasks: assigning, instructing and checking the work of lower level staff;
· Six months experience interpreting and applying knowledge of laws, regulations, and procedures in the resolution of inquiries, complaints and problems;

CONDITIONS OF EMPLOYMENT
· As a condition of employment, the employee in this position is required to have a valid Washington State Driver’s License, and be willing and able to pick up participant mail from the post office.  
· 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
$2212 - $2769 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/_assets/office/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 electronically to: Recruitment@sos.wa.gov  indicating 13 SP PA 0156 in the subject line.  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.
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