DEPARTMENT OF PUBLIC SAFETY

VACANCY ANNOUNCEMENT (Competitive Recruitment)
TITLE:
Office Assistant II (6538)  
PAY RANGE: (8)  $858.40-904.00-951.20-998.40-1049.60-1101.60-1156.00-1202.40 (Bi-Weekly) 
BENEFITS:  
Value of State-paid Dental Insurance:  $13.69 biweekly

Value* of State-paid Health Insurance:

     Level 1:  100% State Contribution (employee pays nothing):  $363.77 biweekly

     Level 2:  95% State Contribution (employee pays 5%):  $345.58 biweekly

     Level 3:  90% State Contribution (employee pays 10%):  $327.39 biweekly

     Level 4:  85% State Contribution (employee pays 15%):  $309.20 biweekly

*The level of the actual value of state paid Health Insurance will be based on the employee’s wage rate and status with regard to the health credit premium program as of July 1, 2010.


Value of State-paid Retirement:  11.54%
BENEFITS:  
LOCATION OF POSITION:  Augusta 
DESCRIPTION:  This new position provides clerical support to the Gambling Control Board.  Responsibilities include typing correspondence, data entry, answering telephone calls and referring to the appropriate staff member, maintaining various logs, handling the incoming and outgoing mail as well as various other duties such as copy and fax jobs, filing, etc.
MINIMUM QUALIFICATIONS:  Training, education, or experience in office and administrative support work that demonstrates 1) competency in applying a general knowledge of modern office practices to perform routine, varied office support tasks often requiring the operation of technical office equipment, and 2) the ability to use independent judgment in prioritizing the work and selecting the most appropriate course of action within set procedures.  
The successful applicant will be required to pass an intensive background check including a fingerprint based criminal records check.

This vacancy announcement is posted as required by the Seniority Articles of the MSEA Labor Contract.  This posting is not intended to allow individuals time to get on registers.

Any employee, who is currently in this classification and is interested in transferring to this position, needs to contact Mary Jayne Monroe, Security & Employment Service Center, 623-6736 no later than Monday, April 30, 2012.
