	Office of Administrative Law
	EMPLOYMENT 

 OPPORTUNITY
	1.  RPA #

OAL 13-04
ANALYST’S INITIALS

SM
DATE

1/6/2014


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.


	2. CLASS TITLE   
Office Assistant (Typing) 


	3. POSITION NUMBER

305-010-1379-005

	4. TENURE

 Permanent
	5.  TIME BASE

 FORMDROPDOWN 
      
	6. CBID

R04

	7. OFFICE OF

Office of Administrative Law
	9. LOCATION (CITY or COUNTY)

Sacramento
	13.  FORMDROPDOWN 
 SALARY

Rg A  $2143-$2684

	8. SEND APPLICATION TO:


Belinda Lindstrom
	10. WORKING HOURS

Monday – Friday 8:00 – 5:00 
	Rg B $2324-$2911

	
300 Capitol Mall, Suite 1250

   Sacramento, California 95814


	11. PUBLIC PHONE NUMBER


(916)  323-6224
	

	

	12. CALNET NUMBER


(8)  473-6224
	14. FILE BY

1/13/2014


	<br>
SELECTION CRITERIA – <br>
· SROA/Surplus employees are encouraged to apply. <br>
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’ employment list <br>
· Applications will be evaluated based on eligibility <br>
<br>
<br>
Responsible for the Office of Administrative Law’s (OAL) front office procedures, maintenance of the office files, and interaction with the public through telephone and personal contact. <br>
<br>

ESSENTIAL FUNCTIONS <br>
<br>

Oversees the timely intake, recording and processing of all legal notices and proposed regulations submitted to OAL for its review.  Records, labels and distributes the materials after compiling all the documents into OAL’s working and master files.  Records all data in OAL’s management database.  Posts information on OAL’s website as necessary.  Ensures timely delivery of approved regulations to Secretary of State.  Prepares files for mailing back to agencies in a timely manner. <br>
<br>

Greets the public and state agencies at the front counter.  Answers incoming telephone calls from state agencies and the general public.  Takes accurate messages and refers all legal and procedural questions that pertain to the Administrative Procedure Act (APA) to the appropriate attorney. <br>
<br>

Picks up, opens and delivers as appropriate, all office mail in a timely manner.  Prepares daily FedEx package containing all OAL actions and incoming regulations and sends to Publisher. Types legal decisions and memoranda for staff attorneys.  Completes photocopy jobs and other typing jobs upon request.  Performs minimal equipment maintenance, such as, replacing toner in photocopier. <br>
<br>

Responds to all publication requests from state agencies and the general public.  <br>
<br>

Files and maintains OAL’s working files and file-related materials for research purposes.  <br>
<br>

Other duties as assigned. <br>
<br>

	In order to provide clerical support services: <br>
<br>
· Maintains office supplies. <br>
· Coordinates routine maintenance for office machines (i.e. copier, fax, printer) to ensure that all office machines are in good working condition. <br>
· Prepares offices for incoming staff by desk supplies and equipment. <br>
<br>
Performs the following. <br>
 <br>
· Picks up and delivers miscellaneous correspondence, and opens and distributes OAL mail. <br>
<br>
In order to provide clerical support for OAL: <br>
<br>
· Handles and reviews incoming mail pertaining to OAL by date stamping and distributing as appropriate. <br>
· Processes outgoing mail utilizing mail scale, postage meter and online overnight courier service. <br>
· Regularly checks printer and fax machines and distributes printouts and faxes as appropriate. <br>
· Maintains printer stock (paper, toner, etc) at each printer station. <br>
· Types correspondence from written or oral instructions.  <br>
· Maintains log and tracks documents. <br>
· Performs routine copying, filing, mailing and faxing of documents using various office equipment. <br>
<br>
In order to provide customer service for OAL, using communication devices: <br>
<br>
· Assists clients on the telephone and by email with daily operations in a courteous and tactful manner by assisting clients and escorting visitors to appropriate staff.  <br>
· Provides clerical support to OAL’s Legal staff by typing correspondence and documents. <br>
<br>


	KNOWLEDGE, SKILLS  AND ABILITIES <br>
Knowledge of:  Modern office methods, supplies and equipment. <br>
<br>
Ability to:  Perform clerical work, including ability to spell correctly; use good English; operate various office machines; follow oral and written directions; evaluate situations accurately and take effective action; read and write English at a level required for successful job performance; meet and deal tactfully with the public; prepare correspondence independently utilizing a wide knowledge of vocabulary, grammar and spelling; communicate effectively; provide functional guidance. <br>
<br>
DESIRABLE QUALIFICATIONS <br>
· Possess strong customer service skills. <br>
· Ability to handle information with tact, diplomacy, and good judgment. <br>
· Possess experience working with customers. <br>
· Proficiency with personal computer and appropriate software programs and the internet. <br>
· Ability to write comprehensively and communicate effectively with individuals from varied experiences, perspectives and backgrounds, and all levels of management. <br>
· Provide backup to other staff during absences. <br>
<br>
SPECIAL REQUIREMENT: OFFICE ASSISTANT-TYPING <br>
Ability to:  Type at a speed of not less than 40 words per minute from ordinary manuscript or printed or typewritten material. 
<br>
SPECIAL PERSONAL CHARACTERISTICS <br>
· Demonstrate interest in assuming increasing responsibility.  <br>
· Perform well under pressure. <br>
· Exercise a high degree of initiative, independence, originality, punctuality and attendance. <br>
· Exhibit a professional working manner and ability to deal tactfully and effectively with those seeking assistance at the front counter as well as incoming phone calls. <br>
· Willingness and ability to accept increasing responsibility. <br>
· Organize and structure work for effective performance and goal attainment. <br>
· Set and balance priorities. <br>
<br>
· Work independently and self motivating.

· Communicate effectively with individuals from varied experiences, perspectives and backgrounds, which may involve some exposure to aggressive clientele.

· Deal with individuals with a range of moods and behaviors in a tactful, congenial, personal manner so as not to alienate or antagonize them.

· Understand and follow directions from lead staff.



	INTERPERSONAL SKILLS

· Customer service oriented.

· Display good interaction skills.

· Interact successfully in a team environment.

ADDITIONAL QUALIFICATIONS

· Education equivalent to completion of the twelfth grade.

· Excellent organizational skills with the ability to set and handle changing priorities.

· Excellent typing skills and a working knowledge of Microsoft Office (WORD, EXCEL, OUTLOOK)

· Maintain cooperative working relationships with staff, all levels of management, the public and other State agencies.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES

· Appropriate dress for office environment. 

· Occupy an office workstation for extended periods of time.

· Daily use of a personal computer, related software applications, and peripherals.

· Daily typing from ordinary manuscript, printed, or typewritten material.
· Ability to work in a fast paced environment with multiple tasks.
· Possess effective communication skills both oral and written.
· Sensitive work setting dealing with representatives of Legislative, Executive, and Judicial branches.

· Able to lift up to 15 pounds to stock office supplies and move heavier supplies using a hand cart.

· Move about, stand, reach, stoop or bend.
Some of the above requirements may be accommodated for otherwise qualified individuals requiring and requesting such accommodations.



	  


