STATE 0F MAINE
DEPARTMENT 0F PERSONNEL

August 30, 1979

PERSONNEL MEMORANDUM 24-79
T0: A11 Agency/Department Heads

SUBJECT: Advertisements for Classified Competitive, Classified Non-Competitive,
and Unclassified Positions

Jntil further notice, the Department of Personnel will issue Career Announce-
ment Bulletins for classified, competitive positions and place advertisements in
the following newspapers - BANGOR DAILY NEWS, LEWISTON DAILY SUN, KENNEBEC JOURNAL,
AND MAINE SUNDAY TELEGRAM on weekends twice monthly. We will assume the cost of
one-line advertisements and the cost of the bulletin preparation, reproduction,
and distribution. You may have a special block advertisement run under the State
heading (see attachment). You will be billed for the cost of the advertisement.

Non-competitive and unclassified announcements must also be approved by this
office prior to being placed in newspapers. These announcements will be placed
in the above papers on the same dates (every other weekend), will be included in
the State advertisement (see attachment), and the agency billed for the cost un-
less other arrangements are made in advance. We will make arrangements whenever
possible to combine advertisements on off weekends and during the weeks in period-
icals and local papers to reduce costs. Additionally, in those instances of
agencies wishing to place advertisements in out-of state newspapers and trade
journals, these must also be approved with adequate lead time to permit concurrent
in-state advertising and Career Announcement Bulletin preparation, if applicable.
If closing dates are involved as far as the recruiting period s concerned, these
must also be indicated in out-of-state newspapers and trade journals in a manner
that will coincide with in-state recruiting activities.

Wde will contact the Job Bank for you and provide a copy of the job specifi-
cations along with any specific recruiting information you wish. Please use the
attached form to request announcements for non-competitive, unclassified or classi-
fied competitive positions which are continuously open and a register is not avail-
able. The information you provide on the form will help in combining advertisements,
writing advertisements, placement with the Job Service, billing, and once approved,

zi]] be your authorization to have the advertisements published if we are unable to
o so.

This memorandum supersedes Personnel Memorandums 1-79, January 2, 1979 and
6-79, January 17, 1979,

JADINE R. J'BRIEN
COMMISSIONER

MAY BE REPRODUCED LOCALLY TO MEET DISTRIBUTION NEEDS

LS



REQUEST FOR ADVERTISING

ﬁuestingﬂgency Title of Classification Class Code
Yes // No | Acc't. Activity //Yes [ /No [~/ Yes [/ No
Place in Job Bank Billing Numbers Single Line Ad Block Ad
Location & Number of Positions Special Conditions (Licensing, Travel, Shiftwork, etc.)

Minimum Qualifications (Non-Comp. & Unclass. Only)

Typical Duties (Non-Comp. & Unclass. Only)

Date of Vacancy Anticipated Vacancies in Same Class with Dates if Known
Place Advertisements in:
Paper: Dates:
Submi tted by: Title: Tel. Ho. Date
R.rks:
FOR DEPARTMENT -OF PERSONNEL USE ONLY

proved by: l Date:
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Admumstvatrve» Management responsible for- prov»dmg stan suppon. to the Mame -
Comm-ssoon for Women, Augusta ... .. -

-Degree Entry—level work in Transportation * or: Enwonmemar Engmeermg '

A . 3
Before appiymg for any classmcanon apphcants should either w5|t or request mformatron from a !ocal office of the Employment
Secunty Commission or the State Department of Personnel reiative to
locations of actual or anficipated vacancies, special requirements, and other pertinent data. Completed applications should be
sent to the State Department of Personnel, State Office Butldrng,
stamped stnp cards WILL NOT be processed

Send letter of apphcatron or resume to Walter A Anderson State Geoiogust, Mame Geologxcal Survey Department of Conserva- ",

2 l,uéip Wanted .

CAREERS IN MAINE

MAINE STATE GOVERNMENT CURRENTLY HAS MANY CAREERS AVAILABLE Jobs with competitive-
salary, promotional opportunities; retirement benefits: life insurance; iiberal leave and vacation policies;
urban rural settings; located in America’s Vacationland make Maine Government a good place to work, if
you have the skilis needed below or any other skills you believe we can use please call, wn!e or come to the
Department of Personnel or any office of the Maine Job Servuce.
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