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SENIOR SECRETARY

Performs complex secretarial duties such as:
· Establishing office procedures, standards, priorities, and deadlines, and coordinating office operations;


· Monitoring and evaluating budget(s) and initiating corrections;


· Keeping supervisors and/or staff members calendar(s) and committing supervisors and/or staff members time;


· Preparing typed documents from dictation or written draft;


· Compiling reports;


· Developing, modifying, and/or maintaining data base management, office record keeping, or filing system(s);


· Developing travel itineraries;


· Initiating action to ensure work unit and/or office goals are met;


· Scheduling meetings; taking meeting notes or minutes.

This position provides complex secretarial services and assistance for the purpose of facilitating the supervisors and/or staff members own work and relieving the supervisor and/or staff members of day-to-day clerical detail.

In performing tasks, applies knowledge of supervisors and/or staff members work commitments including status of projects and nature of contacts.

Independent performance of complex secretarial assignments requires substantive knowledge of a variety of office/departmental policies and procedures.

SPECIAL NOTES

· Exclude supervisors and leads.  May assist others by providing work guidance or direction, but does not assign, instruct, and check the work of others on a regular and ongoing basis.


· This position typically has frequent contacts with clients, the public, staff members from other departments, students, and/or faculty.

100T Secretary Senior
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LEGAL SECRETARY

Relieves attorney of a broad scope of secretarial, clerical, and legal technical activities requiring knowledge of procedural law, employer’s policy, court procedures, and status of cases in progress.  Acts as liaison between attorney and opposing counsel, court and/or judicial department personnel.  On a regular and ongoing basis for at least a quarter of the time, performs entry level paralegal or computer support duties.
Entry level paralegal duties include the following functions:  drafting standard interrogatories, assisting an attorney or paralegal in deposition summaries and case summaries; conducting basis legal research, drafting requests for production of documents and responses, organizing and preparing trial notebooks, pleadings and exhibits to be used at trial.

Computer support duties include all of the following functions:  training staff in the use of computers and software in a network environment; assisting staff with problems or questions pertaining to computer production work; serving as liaison with an information services (or equivalent), communicating operational needs for increased programming, and serving as liaison in training and assisting staff in adapting to hardware, software and network changes.

Performs complex legal secretarial duties such as:

· May review the work of professional and clerical staff, in a supervisory or lead capacity, to assure that input/output is in conformance with rules, law, and policy and standards;
· Preparing, editing, proofreading, and formatting documents and correspondence using legal, medical and/or other technical terminology and court rules;


· Using knowledge of legal forms and requirements to adapt documents from previous cases to meet current needs;
· Knowledge and application of federal, state, and local court rules and administrative procedures;
· Ensuring that legal notices and other forms are prepared and processed to meet requirements;


· Answering inquiries concerning legal actions;

· Organizing and maintaining litigation files and tracking case status;

SPECIAL NOTES

· Provides full range of secretarial services to attorney, members of legal firm, or staff counsel for a corporation.


· Requires a minimum of three years secretarial of experience and/or training, including one year of legal secretarial experience to reach this level.


· Exclude appeal and court reporters.


· Exclude legal stenographers.


· Exclude individuals with machine transcription as a principal duty.


425G
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LIBRARIAN

As an experienced Librarian, performs a variety of professional level library work such as:

· Performing complex bibliographic and informational searches in electronic and print format;


· Writing user manuals, technical bulletins and training information;


· Providing consultative support to user groups on the capabilities and uses of specific products and services;


· Providing reference services in person, by phone, and via the Internet;

· Make recommendations or decisions on acquisition of new resource materials and monitor budget expenditures;


· Correcting holdings records on databases; cataloging and entering records for uncataloged materials into bibliographic databases; preparing files of records for retrospective conversion or intersystem migration;


· Classifying and cataloging all types of library materials including electronic and print media, descriptive cataloging and assignment of subject headings;


· Conducting research projects;


· Translating, formulating, and organizing bibliographic information according to prescribed professional library cataloging codes; creating bibliographic database records;


· Training and instructing other library staff.


SPECIAL NOTES

· Requires a masters degree in library science from an American Library Association accredited program AND certification by the State Librarian authorized through the Office of the Secretary of State; or certification by professional portfolio as authorized through the Office of the Secretary of State AND two years of experience as a professional Librarian.


· This level always reports to a higher-level Librarian.


· Exclude Librarians who serve as manager of a library or a library division.


· Exclude Librarians who are receiving premium rates for special expertise.


261B Library & Archival Professional 2
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OFFSET DUPLICATOR OPERATOR

This is an experienced; senior working level offset duplicator operator.  Incumbents operate one or more lithographic presses or systems duplicators, up to and including double-head systems presses, to do one or two-color printing.  Incumbents make all operating adjustments and perform routine operating maintenance on presses.

This level of operator prepares disposable and metal master plates, which may include the use of press-related camera equipment and exposure frames for metal plates from photo negatives.

SPECIAL NOTES

· Exclude operators whose regular assignments include three-color process printing.


· Exclude bindery personnel and others whose work on presses and master-making equipment is less than half of their time.


205G  Printing & Duplication Specialist 3
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BOOKKEEPER (GENERAL ACCOUNTING TECHNICIAN)

This is an experienced, fully qualified working level bookkeeper.  Incumbents process manual or automated fiscal records, compute, reconcile, adjust, review, audit and enter financial and statistical data to maintain accounting, budgeting, purchasing, and payroll records and reports.  Performs a variety of manual or automated fiscal record keeping tasks such as:

· Processing, balancing and entering financial source documents which includes travel vouchers, field orders, invoice vouchers, and/or payroll documents;


· Maintaining accounting records which include general ledger, transactions, journal, cash, receipts sub-ledger, accounts receivable and accounts payable and disbursements ledgers;


· Assisting in preparation of fiscal statements and reports.


SPECIAL NOTES

· Exclude positions whose principal work is initial recording, data entering, or preparation of time sheets, equipment usage and repair records, or similar numerical record keeping which does not require a broad knowledge of bookkeeping principles.


· Exclude dual capacity positions such as bookkeeper-buyer, bookkeeper-office manager, or bookkeeper-salesperson.

148M  Fiscal Technician 2
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PROFESSIONAL ACCOUNTANT

As an experienced accountant, prepares, monitors, and analyzes automated and/or manual financial reports; analyzes data produced by the accounting system to advise management about current financial status, needs for changes in the system, and accounting related possibilities for improved business practices.  Examples of typical work include:

· Designs or assists in the design of accounting system changes to accommodate new laws, contracts, business practices, or changes in electronic data processing system;


· Establishes new ledgers and account codes as needed;


· Establishes accounting controls and audit trails;


· Prepares profit and loss statements and balance sheets;


· Analyzes financial summaries and statements;


· Resolves discrepancies in accounts payable/receivable;


· Compiles information for preparation of an annual budget.

SPECIAL NOTES

· Tasks that are different but similar in complexity to the work described are acceptable.

· In large businesses, these positions report to a higher level accountant or financial manager and normally have responsibility for a specific area of the accounting system.

· May supervise clerical personnel, accounting assistants, or other staff involved in fiscal matters but not other professional accountants.  Exclude positions that supervise other professional accountants.

· Exclude dual capacity positions not engaged full-time in accounting/budgeting such as auditors, budget analysts, and administrative managers, who also have purchasing, personnel, sales, or other responsibilities.

· Exclude bookkeepers that are responsible only for maintaining the system as established, and producing prescribed recurrent data.

· Exclude junior level professional accounting positions that do not require previous professional experience.

· Exclude Comptrollers and Treasurers.

143J  Fiscal Analyst 2
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AUDITOR

As an experienced auditor, participates in planning and conducts, as examiner-in-charge, audits of financial and associated legal practices in one or more companies.  Examples of typical work are:

· Evaluates internal controls, various accounting systems, procedures, supporting financial records and financial statements;
· Evaluates, analyses, and identifies various accounting systems and procedures which support financial records and financial statements;


· Reviews expenditures, revenues, assets and liabilities to determine compliance with internal regulations, applicable laws, and Generally Accepted Accounting Principles (GAAP);


· Prepares reports, which include a formal opinion, findings, and recommendations to management regarding financial systems, business practices, and financial reporting procedures;
· Ability to identify fraud and misrepresentation.

SPECIAL NOTES

· Tasks that are different but similar in complexity to the work described are acceptable.


· Reports to a supervisor who assigns audit staff, and reviews reports prior to formal issuance.


· Company typically has several auditors on their professional audit staff.


· Audits must be done in accordance with Generally Accepted Auditing Standards (GAAS) of the American Institute of Certified Public Accountants and require a review of the records of the business at the business site.


· May frequently provide work direction to a lower level auditor and lead (regularly assign, instruct, and check the work of) a temporarily assigned team of other audit personnel.


· Exclude elected County Auditors.


· Exclude in-house auditors who have any responsibility to plan or administer the accounting system.


· Exclude positions having only a few routine items to check or verify.
156C Assistant State Auditor 3
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RESEARCH ANALYST

As an experienced Research Analyst, plans and conducts research, and data and/or statistical analysis under the general direction of a higher-level research professional.  Positions are responsible for:

· Outlining, organizing, and executing non-routine technical data or statistical analysis;


· Designing, developing, and evaluating alternate methods of data collection procedures, sample selection, and statistical requirements;


· Identifying problem areas, drawing conclusions, and recommending solutions;


· Designing reporting systems, preparing instructions, developing training plans and checking reporting procedures for uniformity;


· Supervising the collection and analysis of data and preparation of periodic or special statistical and narrative reports;


· Writing or editing narrative of, and organizing and collecting statistical data for special or annual reports.

SPECIAL NOTES


· Requires a bachelor’s degree with coursework in statistics AND three years of professional experience in research and/or statistical analysis.


· This level of Research Analyst has responsibility for assigned phases or segments of a project or program.


· Include supervisors.  Positions in a supervisor role over professional staff function as working supervisors.  For non-working supervisors or supervisor over technical or clerical personnel, the emphasis is on the analysis of new or ongoing programs including major responsibility for a segment of a project.


· Exclude analysts whose work is exclusively devoted to fiscal or economic research.


· Tasks that are different but similar in complexity to the work described are acceptable.

501G
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MANAGEMENT ANALYST

As a senior-level analyst, conducts complex multi-dimensional management studies requiring a high level of originality and independent judgment.  Management studies include financial, organizational, management, and operational analysis activities.  Examples of typical work are:

· Consults with administrative, supervisor, and operating personnel to determine and define problem areas;


· Analyzes such problem areas as organization, personnel and equipment utilization, forms design and function, systems, procedures, etc., to determine needed modifications or improvements;


· Devises and recommends solutions to such management problems as procedures design using such techniques as flow charts, time motion studies, and energy consumption analyses to eliminate duplication, facilitate work flow, and assure optimum utilization of equipment and staff;


· Studies existing performance standards, recommends changes where needed, and establishes system of reporting to assure conformance with accepted standards and practices;


Conducts special investigations, surveys, and analyses; prepares reports and findings.

SPECIAL NOTES

· Requires a bachelors degree in a directly related field AND three years of managerial and management analysis experience.

· Reports to an administrative superior or chief of a multi-department management group.


· Include supervisors.  Supervision may be a function at this level.


· Tasks that are different but similar in complexity to the work described are acceptable.


· Exclude positions devoted exclusively to market, financial, or investment analysis.


· Exclude industrial engineering positions.


109K Management Analyst 3 
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CONTRACTS SPECIALIST
As a fully qualified professional contract administrator, drafts and negotiates contracts for purchase or sale of goods or services.  Typical responsibilities of a Contracts Specialist include:

· Arranging for or performing an analysis of proposals for technical requirements and cost factors;


· Requesting regulations, policy or procedure changes or, if necessary obtaining special approval to deviate from regulations, policy or procedures;

· Negotiating with parties on terms and conditions establishing reasonable cost levels, equitable fees and profits, reporting dates and alternative proposals;


· Coordinating the evaluation of bids and proposals with specialist who are concerned with the scope of the program;

· Obtaining necessary signatures of parties to agreements; coordinating termination of agreements, contract, etc., as necessary;

· Assuring compliance with the terms of contracts and resolving problems concerning the obligations of either the State or private concerns; settling contractor claims.

SPECIAL NOTES

· Typical State contracts are to provide or obtain: hazardous waste clean-up; design and construction of buildings; nursing home care; health services through local health districts and others; data processing hardware, software, and consulting services; supplies for institutions; fisheries research; and to buy or exchange land.

· Approximately half of all State employees in this class are attorneys.  Nearly all have at least a bachelor in a related field and a minimum of two years contract experience.  Each must be proficient in contract procedures and writing, as well as in the technical area for which contracts are written (architecture, computer equipment and software, health program, etc.).

· Exclude combination jobs in which “development, negotiation, and administration of contracts” is not the whole assignment.

144G  Contracts Specialist 2
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PERSONNEL OFFICER

As an experienced Personnel Officer, plans and coordinates personnel services for a large branch or unit of a company or agency.  Functions as the principal personnel officer and provides administrative direction and counsel to clients regarding a personnel program which covers a broad range of human resource management issues.  The personnel program includes classification, compensation, recruitment, selection, policies and procedures, employee benefits, training, organizational structure, grievance and complaint resolution, performance management, affirmative action, disability accommodation, collective bargaining, or other personnel services.  Typical responsibilities are:

· Conferring with and advising company officials on personnel activities, problems, and needs, including corrective disciplinary actions;

· Working with employees, employee representatives, managers, and legal counsel to negotiate the resolution of grievances and complaints;

· Developing and implementing personnel policies and procedures;  interpreting policies and procedures to employees;

· Representing management in unemployment insurance, disciplinary and other human resource related hearings;

· Conducting labor negotiations, mediations or arbitration;


· Conducting classification studies and organizational analyses;


· Interpreting and administering collective bargaining agreements for staff, supervisors, and administrators;


· Advising managers and supervisors regarding preparation of performance evaluation reports and monitors completion; promotes employee/supervisor communication;


· Coordinating and directing recruiting programs; developing recruiting strategies; analyzing recruiting statistics; evaluating effectiveness of selection devices.

SPECIAL NOTES

· Positions at this level are expected to investigate and resolve most employment/personnel related concerns, rather than pass them to a higher-level personnel official.

· Exclude administrators with company-wide final authority over specific programs such as compensation, labor relations, or recruitment employment.

· Exclude dual capacity positions such as personnel officer/business manager, or personnel officer/office manager.

· Exclude supervisors of other personnel officers. This position however, may supervise professional or technical personnel of a lower classification.

119G
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EMPLOYMENT COUNSELOR

As a fully-qualified professional Employment Counselor, conducts individual and group employment training, conducts full client assessment services for job placements, and/or provides specialized services geared to the individual clients’ needs.  Typical responsibilities of an Employment Counselor include:

· Developing individual employment plans that ensure the clients’ success;

· Conducting job search workshops that includes counseling on career decision-making;

· Managing participant group cases and monitoring their employment plans and service strategies during the program participation and after job placement;

· Contacting potential employers to solicit job openings and provide related-business services.

SPECIAL NOTES

· Requires a bachelor’s degree AND two years of experience in social or human resource services, public relations, or public contact work, such as unemployment insurance, social services, human resource services, education public relations, benefits programs, insurance claims, law enforcement, banking, and real estate.

· Exclude positions with mixed duties, such as part-time salary administration or benefit specialist, and positions that do not require at least a year of full-time interviewing experience.

· Exclude entry-level interviewers who conduct initial screening or other limited interviews or anyone whose salary varies according to the number of interviews or placement made.

· May regularly assign, instruct, and check the work of one or two other interviewers, but is not a supervisor.

358G Work Source Specialist 3
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BUYER

As a full-time, experienced purchasing professional in a high-volume central purchasing setting, purchases a variety of equipment, machinery, tools, commodities, or services.  Examples of typical work are:

· Analyze bids for compliance with bid specifications; negotiate services, base agreements and contracts;


· Confer with user departments/clients to develop competitive specifications; evaluate market approaches;


· Prepare and publish competitive specifications and invitations for bids;


· Evaluate bid responses, history of suppliers service and ability to meet contract specifications;


· Research supply catalogs and interview vendors to obtain information regarding product, market trends, price, service, delivery date, etc.;


· Review purchase requests; evaluate and assess purchasing agreements to satisfy short and long-term customer requirements; 


· Consolidate and time purchases to obtain the best market conditions possible;


· Monitor contract compliance and requests corrective action when needed;


· Resolve vendor performance problems.

SPECIAL NOTES

· Tasks that are different but similar in complexity to the work described are acceptable.


· Exclude dual capacity positions such as buyers performing warehouse, receiving, storing, or issuing.


· Exclude supervisors of other buyers.


· Exclude purchasing technicians and trainees, and positions whose buying is primarily done by telephone.


· Exclude positions primarily involved in order expediting or follow-up.


· Exclude supply officers and contract specialists.

114G
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UNIT SAFETY OFFICER

As the only professional safety personnel in a company or unit, administers a comprehensive occupational health and safety program to comply with State and other health and regulation codes.  Typical responsibilities of a Unit Safety Officer include:

· Conducting facility inspections to identify safety hazards and unsafe practices;

· Determining suitable strategies to manage the risk of property and injury losses in accord with federal, state, and local safety, health, fire, and environmental regulations;

· Organizing and instructing safety and health courses for employees;

· Writing and/or reviewing reports of accident investigations for completeness, for determining the cause, and for recommending preventative measures;

· Maintaining employee occupational safety and health records;

· Determining employee medical surveillance requirements; 

· Preparing or interpreting safety rules and procedures;

· Conducting and monitoring accident, injury, and/or investigation.

SPECIAL NOTES

· Requires a bachelor’s degree in a related field AND two years of professional experience in occupational health and safety programs.

· Positions of this type are most commonly found in company branch installations.

· Exclude supervisors of other professional safety personnel.

· Exclude combination assignments such as Personnel/Safety Officer.

399F
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COMPUTER OPERATOR

This is a senior-level operator who is principally responsible for the operation of one or more consoles and all peripheral equipment of an electronic mainframe/mini computer system that is functioning primarily in a multiprogramming environment.  This position performs at the highest level of technical operations.  Position performs complex technical tasks such as:

· Interpreting hardware and/or software malfunctions or data communication network problems on a regular basis, and initiating immediate corrective action and recovery;


· Working with manufacturer’s representatives concerning problem solutions;


· Working with programmers during testing and checkout of new or modified computer systems; 


· Assisting operators on new and complex production runs as well as error recovery problems; assisting in training other operators;


· Preparing and maintaining computer performance and other operational records.

SPECIAL NOTES

· Two years of experience operating a computer system as described to reach this level.


· Position requires knowledge of operations, application and theory of current generation electronic computer systems; detailed knowledge of the functional characteristics of equipment; ability to operate current generation systems functioning primarily in a multiprogramming environment; and knowledge of on-line real time concepts.


· Position acts as shift supervisor in his/her absence.


· Exclude remote job entry terminal operators and stand-alone mini- or microcomputer operators.


· Exclude operators of personal computers.


· Exclude operators who alter computer programs.


· Exclude shift supervisors or lead operators (operators who regularly assign, instruct, and check the work of other operators).

480P IT Computer Operator 3
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INFORMATION TECHNOLOGY SPECIALIST

As an experienced Information Technology Specialist (Computer Analyst/Programmer), independently performs analysis, design, programming, maintenance, or support work for applications, projects, databases, or database management systems. This position is responsible for tasks such as:

· Coordinating projects including conducting needs assessments and consulting with customers to analyze technology needs and problems; 

· Analyzing, designing, developing, and maintaining program/database design specifications for applications; developing specifications and codes for components of large applications;

· Testing and writing program instructions and documentation for complex modules or programs;

· Providing technical assistance and training to clients/users.

SPECIAL NOTES

· Exclude data processing managers.


· Exclude vendors or technical experts for software, hardware, or applications.


· Exclude supervisors. 

479K  Information Technology Specialist 3
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INFORMATION OFFICER

As an experienced Information Officer, conceive, develop, coordinate, and disseminate communications materials/information and/or plan, organize, schedule and carry out public relations activities for an organization.  Positions at this level may be assigned lead responsibilities over lower level information professionals, public affairs professionals and/or technical staff.  Examples of typical work are:

· Confers with management to determine the need for publicizing, interpreting, or promoting interest in company/department programs, policies, and services;


· Determines and recommends appropriate communications media for disseminating material/information;


· Writes news releases, speeches, radio and television announcements, articles, feature stories, copy for pamphlets and brochures, etc.;


· Coordinates and arranges communications events such as press conferences, workshops, and seminars; arranges for press coverage of employer functions;


· Establishes and maintains effective relations with representatives of news media, other organizations, and the public;


· Makes recommendations to management regarding policy or operational issues, which affect company relations with other organizations and the public; evaluates effectiveness of information program.


SPECIAL NOTES

· This may be the top person in a small, but full-time public relations program, or an experienced public relations professional handling part of a program under a higher-level public relations person.


· Requires a bachelor’s degree in journalism, communications, public relations, English, or closely related field AND four years of writing/editing experience.


· Exclude supervisors of other professional public relations specialists.


· Exclude combination positions such as Information/Personnel, Information/Finance, and Information/Sales.

197K
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ELECTRONICS TECHNICIAN

Perform journey-level work troubleshooting, repairing, maintaining, installing, constructing, and testing electronic equipment or apparatus such as:

· Meters

· Gauges

· Power Supplies

· Relay Controls

· Bridges

· Recorders

· Meteorological or Seismological Measuring Equipment

· Lighting

· Fire Alarm Systems

· Frequency Counters

· Spectrum Analyzers

· Transducers

Under general supervision, this position works from schematic diagrams, blueprints, service documents, and verbal instructions.  Examples of typical work are:

· Constructs standard and custom designed electrical circuits, electronic components, and equipment;


· Troubleshoots, adjusts, and repairs malfunctioning equipment;


· Assembles and/or installs new equipment; calibrates, and tests for proper operation;


· Uses a variety of electronic test equipment to troubleshoot equipment malfunctions; uses computer-aided diagnostic software and/or digital logic devices as needed to locate malfunctions.

SPECIAL NOTES

· Requires three years of experience to reach this level of electronics technician work.


· Exclude bench work assemblers; radio, television, or commercial radio repair technicians; technicians who work primarily in an area other than electronics; production-line electronic workers; and electronic engineers.

592K Electronics Technician 2
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CIVIL ENGINEERING TECHNICIAN

As a semi-skilled Civil Engineering Technician, works in ANY OR ALL of the following categories:

Surveying

· Serves as a survey party member;

· Operates level, chain, rods and prism poles on a variety of survey projects;

· Undergoes training in use and maintenance of transit and electronic survey instruments;

· Sets and marks center line, cross section and grade stakes;

· Assists in the computation of field notes and miscellaneous calculations for curve data, triangulation, benchmarks, grades, etc.

Materials Engineering

· Serves as a field inspector who collects materials samples; learns to proficiently perform a variety of job-site tests, records test data and interprets test results;

· Performs a variety of tests such as aggregate, concrete, asphalt mix and soil;

· Serves as a laboratory material tester in a quality assurance program;

· Learns to conduct semi-skilled materials test such as sieve analysis, plasticity index, specific gravity, asphalt mix stability, asphalt content and others;

· Prepares asphalt concrete mixes and performs asphalt recovery from solution;

· Makes cylinder and beam specimens;

· Computes and interprets results from tests.

Inspection

· Acts as assistant inspector on highway construction to ensure projects are constructed according to plans and specifications;

· Inspects minor phases of construction projects independently;

· Assists in the inspection of earthwork;

538S
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· Inspects rock, samples oil and tests compaction on bituminous surface treatments; 

· Lays out grinding and operates a prolifograph;

· Assists in inspection of bridges and structures.

Office Engineering


· Performs a variety of semi-skilled construction office engineering tasks such as assisting in checking inspector’s calculations and field note records;

· Performs a variety of semi-skilled plan sheet preparation tasks either manually or using computer assisted design/drafting equipment; assists in calculations.

SPECIAL NOTES

· Requires two years of engineering technician experience OR College course work in civil engineering technology.

· Normally receives spot-check supervision.

· Exclude fully skilled engineering drafters; fully skilled construction inspectors; fully skilled survey party instrument operators.

· May occasionally lead beginners or trainees.

538S Transportation Technician 2
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CIVIL ENGINEER

Independently applies standard engineering procedures and techniques to accomplish a wide variety of work in the office, laboratory, and/or field.  Incumbents are responsible for civil engineering projects or functions related to ANY OR ALL of the following areas:

Survey

· As a party chief, directs a survey crew performing alignment control, location survey work and/or construction staking using manual and/or electronic data collection procedures;

· Responsible for determining data collection needs as well as accurate, efficient and safe operation of the party;

· Trains party members in all aspects of surveying and safety procedures;

· Serves as contact with public and contractors.

Preliminary Engineering


· Performs responsible project development work such as:  field reviews projects; evaluates alternate designs requiring detailed analysis of accident data, capacity studies, hydraulics, design reports and estimates;

· Prepares environment documents such as environmental assessments, checklists, negative declarations and environmental impact statements;

· Researches and reviews applications submitted by utilities for placement of their facilities in state right of way; writes utility permits and franchises; writes and processes utility, turn-back, local agency, developer and private party agreements; assesses impact of proposed land development projects.

Traffic

· Performs traffic and route analysis involving traffic assignment, determination of design hour data, development of growth factors and accident analysis;

· Designs standard traffic signing, channelization, delineation, signals, illumination, and basic surveillance control and driver information features;

· Operates and adjusts electrical or computer controlled traffic systems.


Bridges and Structures


· Serves as a senior structural detailer independently responsible for the most complex structural plans, including nonstandard features;
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· Initiates and coordinates detailing functions including assigning and training of support staff;

· Utilizes various reference materials for detailing of innovative or unique features;

· Independently utilizes computer for most complex geometric applications.

Construction

· Inspects and directs the inspection of roads, structures and related items;

· May serve as lead inspector in charge of a moderately sized project or a significant portion of larger project or may act as a roving inspector for concurrent smaller projects or may inspect specialized features such as major structures, illumination systems, electrical systems, signal systems or enclosed drainage systems;

· Analyzes and interprets plans and specifications.

Materials

· In a District, directs operation of the District Materials Laboratory; performs the full range of materials testing to obtain independent assurance samples, observes and reviews sampling, testing and inspection methods;

· In Headquarters, performs the most complex tests such as cyclical triaxial, resilient modules and triaxial with pore pressure measurement and control.

Marine

· Independently inspects and directs the inspection of scheduled marine maintenance projects and marine construction projects such as ferry terminal trestles, slips, buildings, and foot bridges;

· Responsible for survey control, conformance to plans and specifications, quantity and quality of materials;


· Coordinates with ferry operations staff and contractors to maintain scheduled ferry 
service during constructions and maintenance projects.


SPECIAL NOTES

Requires a bachelor’s degree in engineering OR certification as an Engineer-in-training, AND at least one year post bachelor’s experience.  Professional registration is not required.

530L 
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CIVIL ENGINEERING PROJECT MANAGER

As a professional registered engineer, serves in a supervisory and technical capacity.  Incumbent plans, develops, coordinates and directs larger projects or a variety of projects.  Works under administrative direction of a higher level engineer, but is directly responsible for project(s) assigned.  Typical responsibilities of a Civil Engineering Project Manager include:

· Managing an office typically comprised of 3 to 4 design or construction inspection teams staffed by 6 to 10 engineers and 10 to 30 technicians;

· Managing several concurrent projects which ordinarily total $15 million to $250 million construction costs;

· Managing location, planning, and design studies and presents alternatives with cost estimates for selection or approval;

· Conducting public hearings on location and design features;

· Managing inspection of contract-construction; approves change orders; responsible for contractor relations; authorizing contract-progress payments;

· Directing final inspections and completion of reports leading to final acceptance and sign-off of projects.

SPECIAL NOTES

· Requires State registration as a Professional Engineer AND five years of post bachelor’s experience.

· Include engineers whose projects are different, but similar in size and scope to the work illustrated.

· Exclude engineers hired only for a single project.

· Exclude engineers assigned outside the State of Washington.

530O Transportation Engineer 5 
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CUSTODIAN

Performs routine custodial tasks to maintain cleanliness and care of facilities within assigned office or building space.  Examples of typical work are:

· Cleans, sweeps, mops, polishes, dusts, and otherwise maintains floors, walls, furniture, and rest room fixtures;


· Helps move furniture, disposes of refuse, and sees that building and custodial supplies are properly stored;


· Performs snow and litter removal from areas immediately adjacent to building on occasion;


· Locks and unlocks building; secures building when facilities are not in use by checking for unlocked doors and windows;


· Uses and maintains assigned power equipment and hand tools such as vacuum, broom, mop, squeegee, electric polishers, ladders, etc.


SPECIAL NOTES

· Include only base salary - list any shift differentials separately.


· Exclude positions which do not perform the variety of custodial tasks, but are rather more focused custodial maintenance such as: positions which regularly repair furnishings, desks, windows, etc.; full-time exterior window washers; factory floor sweepers; hotel and motel cleaners.


· Exclude supervisors or lead custodians.

678I Custodian 1
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LAUNDRY WORKER

Works in an institutional or commercial laundry performing routine laundry processing tasks such as:

· Receiving, counting, marking, sorting, inspecting, folding, bundling, and tying laundry;


· Arranging for distribution of laundry;


· Washing, drying, ironing, and pressing clothing and linen;


· Operating washing machines, extractors, mangles, and presses;


· Preparing bleaching, starching, bluing, and sterilizing solutions;


· Adding starches, bleaches, and disinfectants;


· Performing minor repair and preventative maintenance on laundry equipment;


· May assist new workers in learning laundry methods.


SPECIAL NOTES

· Exclude supervisors and lead workers.


· Exclude dry cleaners.


679E Laundry Worker 1
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WAREHOUSE WORKER

Performs manual labor and routine clerical work in receiving, storing, shipping, issuing, or making pick-up and deliveries of materials, supplies and equipment in a central warehouse, commissary, or distribution center.  Examples of typical work are:

· Receives and checks quantity and condition of shipments received from vendors;


· Selects and issues supplies on validated requisitions;


· Prepares stock identification tags bearing coded information;


· Operates light trucks, vans, hand trucks, dollies, forklifts, and other mechanical  loading and moving equipment used in warehouse activities;


· Takes physical inventories;


· Keep premises orderly and clean.


SPECIAL NOTES

· Exclude full-time dock loaders or unloaders.


· Exclude full-time receiving clerks.


· Exclude full-time issue clerks.


· Exclude full-time inventory clerks.


· Exclude full-time order fillers who have final responsibility for completeness of orders.


· Exclude full-time order checkers.


· Exclude full-time forklift operators.


· Exclude supervisory and lead positions.


· Exclude seasonal jobs such as in agricultural warehouses.


117I  Warehouse Operator 1
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GARDENER

As an experienced Gardener, performs a variety of skilled gardening work such as:

· Prepares soils for planting gardens, lawns, trees and shrubs; transplants seedlings, trees, shrubs and other nursery stock;


· Seeds, mows, irrigates, sweeps, fertilizes, top dresses, edges, aerates and maintains lawns;


· Prunes, sprays and fertilizes trees, shrubs and ground cover;


· Operates power and motorized equipment such as weed trimmers, chain saws, backpack blowers, rototillers, light tractors, front-end loaders, trenchers, manlifts, backhoes, small trucks, lawn mowers, sweepers, aerators, sod cutters and snow blowers; services and makes minor repairs to equipment;


· Uses a variety of manual tools and equipment such as rakes, pruning shears, hand edgers, loppers, shovels, wheelbarrows and pesticide sprayers;


· Removes debris and snow from walks, stairs, roads, ramps, and parking facilities;


· Instructs helpers as assigned.

SPECIAL NOTES

· Requires one year of full-time gardening or gardener aide experience.


· This is a year-round staff gardener.


· Exclude seasonal, unskilled workers such as grass cutters and leaf rakers.


· Exclude full-time skilled tree trimmers, tree surgeons, nursery workers, and plant propagators.


· Exclude supervisors and leads over other skilled gardeners.


· Exclude dual capacity positions such as gardener-custodian or gardener-trades helper.


· Exclude golf course greens keepers.


· Exclude gardening aides and assistants.  This is a skilled and experienced gardener.

591J  Grounds & Nursery Services Specialist 2
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LABORER

Performs a variety of unskilled, manual work in the maintenance of buildings, grounds, utility systems, roads, sidewalks, parking lots and other facilities.  This position requires physical strength and coordination to perform manual tasks such as:

· Digs ditches, trenches, and other excavations; removes debris;


· Cuts and burns brush and weeds; cleans gutters, culverts, and other drainage structures;


· Cleans tunnel passages, sumps, and utility access holes; 


· Operates power tools and equipment such as pneumatic tampers, jackhammers, portable pumps, lawn mowers, and paint spraying equipment;


· Operates motorized equipment such as trucks, tractors, forklifts, street cleaning equipment and turf renovation equipment;


· Sweeps streets and driveways; cleans up after construction jobs;


· Assists in the installation, cleaning, and repair of sewer mains, catch basins, and storm sewers;


· Loads and unloads trucks; moves furniture and equipment.

SPECIAL NOTES

· Exclude laborers who are employed on new construction, only for the duration of a project.


· Exclude apprentices or trades helpers.


· Exclude caretakers and general repairpersons.


· Exclude feeders or tenders of machines.


· Exclude warehouse workers and furniture movers.


· Exclude casual, temporary, or seasonal laborers and project workers.


· Exclude grass cutters and gardener aides.


595K  Utility Worker 1
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TRUCK DRIVER

Operates medium to large trucks or vans in the transfer and delivery of freight items, warehouse supplies, building furnishings, and construction material; OR operates medium to large buses in the transport of passengers.  Typical duties include:

· Loads and unloads vehicle;


· Drives various large vehicles such as flatbeds, dump trucks, and large delivery vans;


· Services and makes minor repairs to equipment;


· Uses hand dollies, wheel dollies, pallet jacks, hydraulic lifts, and forklift trucks incidental to transport of supplies and equipment.


SPECIAL NOTES

· Medium to large trucks are defined as commercial class vehicles rated over 28,000 GVW (gross vehicular weight).


· Medium to large buses are defined as having a capacity of more than 25 passengers.


· Include only drivers whose principal job is driving.


· Exclude drivers who are messenger and driver.


· Exclude mail carriers driving Jeep-type vehicles.


· Exclude sales route drivers.


· Exclude drivers of pick-up or other trucks that have one ton or less carrying capacity.


· Exclude bus drivers who drive less than full-time, or whose busses are less than 25-passenger capacity.


· Exclude long haul interstate drivers.


· Exclude full-time dump truck drivers.


· Exclude drivers of tractor-trailer combinations over 60,000 GCW (gross combination weight).


632J  Truck Driver 2
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ROAD MAINTENANCE TECHNICIAN

As a senior maintenance technician, performs skilled highway maintenance work and operates a wide variety of highway equipment and tools.  Typical responsibilities of a Road Maintenance Technician include:

· Operating all sizes of dump trucks with sanders and snow plow attachments, front end loaders up to two cubic yards, pavement rollers, self-propelled brooms, power mowing equipment, power augers;

· Performing as Senior Maintenance Technician responsible for providing limited direction to other full-time maintenance personnel on an assignment or project basis; responsible for reporting progress completion of specific assignments involving other personnel;

· Clearing rock, snow, and ice from roadways;

· Using explosives for breaking rock, cutting ditches, and clearing rights of way;

· Replacing bridge deck planks and guard rails; driving piling; rebuilding approaches;

· Cleaning catch basins and coverts;

· Patrolling roads to identify needed maintenance and patching asphalt;

· Performing preventive maintenance and minor mechanical repairs on equipment operated;

· Training other personnel in the operation of highway maintenance equipment and directs personnel when assigned.

SPECIAL NOTES

· Requires three years of highway maintenance experience.  This is a senior-level Road Maintenance Technician, usually reporting to a lead technician.

· Exclude those who operate heavy equipment such as Drott loaders, 5th-wheel trucks, bulldozers, and graders.

596Q
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ROAD MAINTENANCE SUPERVISOR

As a Road Maintenance Supervisor, plans, budgets, schedules and supervises the work of one or more highway maintenance crews and has responsibility for maintenance of a specific section of highways; OR supervises one or more crews with a full-time district or area-wide assignment.  Typical responsibilities of a Road Maintenance Supervisor include:

· Supervising highway maintenance crews engaged in specialized maintenance, repair and reconstruction of roadway features;

· Arranging rental or lease of privately owned equipment;

· Recording work accomplished, fuel consumed, equipment mileage, accidents;

· Planning, budgeting and scheduling anticipated work, equipment, and crew housing;

· Patrolling assigned section(s); inspecting for illegal right-of-way encroachments, roadway safety, maintenance needs, signing;

· Assigning scheduled work to Maintenance Lead Technicians and crews;

· Inspecting access permits for approaches and utilities;

· Conducting periodic crew safety and training meetings;

· Inspecting steel, concrete, wooden bridges; recommending repair as needed;

· Meeting with general public, public agencies, or community organizations in order to promote or maintain favorable public relations.

SPECIAL NOTES

· Generally reports directly to a Maintenance-Operations Superintendent or Assistant Superintendent.

· Exclude supervisors responsible for all maintenance activities within a maintenance area.

· May operate highway equipment on an infrequent basis in the absence of a qualified operator or in case of an emergency.
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CARPENTER

Performs rough and finished journey-level carpentry work in the maintenance, repair, alteration, and construction of buildings, offices, shops, and furnishings.  Examples of duties are:

· Roughs in framing;


· Prepares concrete forms;


· Constructs cabinets and shelving;


· Hangs doors and installs locks and sashes;


· Estimates time and materials for jobs;


· Operates power equipment such as saws, jointers, lathes, sanders, planers, boring and mortising machines; cleans, sharpens, maintains and repairs such equipment;


· Instructs apprentices, assistants, or helpers as required.

SPECIAL NOTES

· These positions are full-time plant maintenance carpenters who frequently work from blueprints.


· These positions are all-around journey-level carpenters skilled in all phases of described duties, but not necessarily doing all phases concurrently.


· Exclude carpenters on new construction work full-time.


· Exclude production line carpenters.


· Exclude supervisors or leads over other journey-level trade people.


· Exclude helpers or apprentices.


· Exclude mill workers.
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ELECTRICIAN

Performs journey-level work in the installation, maintenance, and repair of electrical wiring and equipment, such as motors, switches, panels, automated controls, and appliances.  Examples of typical work are:

· Locates trouble in wiring or electrical equipment;


· Replaces defective wiring;


· Makes connections to new electrical installations;


· Replaces small parts of motors and other appliances;


· Works from blueprints and wiring diagrams;


· Operates a variety of electrical test equipment common to the trade;


· Estimates time and materials for jobs;


· Instructs apprentices, helpers, or assistants as required.


SPECIAL NOTES

· This is a full-time plant maintenance electrician.


· This is an all-around journey-level electrician skilled in all phases of described duties, but not necessarily doing all phases concurrently, and who is familiar with electrical standards and codes.


· Exclude electricians who work only on new construction.


· Exclude line workers or cable splicers.


· Exclude production line electrical workers.


· Exclude workers who rewind motors exclusively.


· Exclude electrical mechanics or electrical contractors.


· Exclude bench assemblers of fixtures, neon lights, etc.
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AUTOMOTIVE MECHANIC

Performs journey-level service and repair on light and medium automobiles and motorized farm equipment, and occasionally heavy construction or related equipment such as power generators, hydraulic systems, and diesel engines.  Examples of duties are:

· Inspects, determines needed repairs, and makes repairs on automotive, farm, and heavy construction equipment; including major engine overhauls, tune ups, relining, and adjusting brakes, wheel alignment, transmission and differential replacement and repair, heating and air conditioning, and electrical replacement and repair; 

· Diagnoses mechanical and electrical problems, develops working plans and cost estimates for journey-level mechanical projects;


· Overhauls, rebuilds, or repairs drive train components, frame and chassis;


· Operates a variety of mechanical and electrical test and measurement equipment common to the automotive trade;


· Estimate materials and labor needed to complete jobs.

SPECIAL NOTES

· Include positions that perform occasional body and fender repair, including paint, sheetmetal work or welding.


· Exclude mechanics that spend a majority of their time working on heavy equipment or diesel engines (see next benchmark for Heavy Equipment Mechanics).


· Exclude supervisors or leads over other journey-level mechanics.


· Exclude positions that do not perform overhaul or rebuild functions.


· Exclude motorcycle mechanics and light engine mechanics.


618M
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HEAVY EQUIPMENT MECHANIC

As a journey-level heavy equipment mechanic, diagnoses equipment failures and performs preventive maintenance and repairs on medium and heavy diesel powered vehicles over 15,000 gross vehicle weight (GVW) and heavy diesel powered construction equipment.  This includes units such as dump trucks, tractor-trailer combinations, front loaders, street sweepers, motor graders, forklifts and rollers.  Other typical responsibilities of a Heavy Equipment Mechanic include:

· Overhauling all parts of heavy construction vehicles and accessories including turbo-charged diesel and gasoline engines, hydraulic systems, multiple voltage, high-amperage electrical systems, anti-skid air brakes, truck and trailer systems, fifteen-speed and smaller transmissions;

· Fabricating and installing multi-hydraulic systems for heavy dump trucks, graders, and snowplows;

· Operating a variety of mechanical, electrical, and hydraulic diagnostic equipment.

SPECIAL NOTES

· Include positions which do occasional body and fender repairing and which require skilled welding for parts fabrication and repair.

· Exclude mechanics that work most of the time on other than heavy equipment or diesel engines.

· Exclude supervisory or lead positions over other mechanics.

· Exclude positions that do not perform overhaul and rebuild functions.

· Exclude motorcycle mechanics, small engine mechanics, and passenger car mechanics.

600K
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STATIONARY ENGINEER

This is a journey-level heating plant operator with a relevant required municipal steam engineer’s license.  On a shift, this position is responsible for the overall operation and maintenance of a high-pressure heating plant consisting of one or more boilers over 150 h.p. each.  Examples of typical duties are:

· Inspects and maintains plant; monitors, takes and logs shift readings; prepares reports on heating plant operations;


· Maintains and makes routine repairs on steam lines;


· Directs analysis of boiler feed water samples and determines water treatment;


· Checks air compressors, motors, pumps, steam turbines, and other equipment for proper lubrication and operation;


· Enforces safety regulations at all times and maintains safety precautions as appropriate.

SPECIAL NOTES

· Plant usually includes boilers, engines, compressors, condensers, pumps, heaters, steam and water lines, controls, and meters.  Plant equipment may include electrical generation equipment and chillers.


· Report only shift stationary engineers of plants with two or more boilers of 150 horsepower or more each (this usually equates to a minimum of 5,000 pounds of steam generated by each boiler each hour - a minimum of 10,000 pounds per hour for the plant).

· Please list horsepower rating of boilers on Data Collection Sheet.


· Exclude entry level or trainee boiler operator positions.


· Exclude supervisors of other stationary engineers.

602K
Stationary Engineer 2

2008









BMK NO. 58

PHYSICIAN ASSISTANT

Under a physician’s general supervision, examines patients, and diagnoses and treats their illnesses.  Recommends and administers routine medical treatment for conditions such as hypertension, fractures, sexually transmitted diseases, pregnancy, and angina.  Examples of typical responsibilities include:

· Referring difficult and complex cases to the supervising physician, and assisting in further examination;

· Ordering and interpreting laboratory procedures and x-rays;

· Writing prescriptions;

· Making rounds in hospital and reporting the progress of patients;

· Seeing patients in emergent care settings, or in outpatient clinics.

SPECIAL NOTES

· Physician Assistants must be registered with the Washington State Board of Medical Examiners.

291E
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REGISTERED NURSE

As an experienced Registered Nurse, provides patient care and coordination of services through assessment, diagnosis, planning, implementation and evaluation of safe therapeutic care.  An experienced Registered Nurse performs work such as:

· Prepares and revises nursing care plans for individual patients;

· Records and administers or oversees the administration of medicine and treatments;

· Assists the physician with physical examinations;

· Responds to emergencies and complex patient problems within standing orders of physician;

· Observes and records physical and mental condition of patients;

· May serve as the unit charge nurse for an assigned shift.

SPECIAL NOTES

· Requires being licensed by the State of Washington as a Registered Nurse.

· Provide salary data for Registered Nurses with at least one year of experience.
· Identify shift premium rate or rates separately from base salaries.

· Exclude entry level RN with no experience.

· Exclude specialty nurses if they receive additional pay for specialty skills.

· Exclude student nurses, vocational or practical nurses.

· Exclude Public Health Nurses who make home nursing evaluations or function as school nurses.

· Exclude supervisors of other Registered Nurses.
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LICENSED PRACTICAL NURSE

As an experienced Licensed Practical Nurse (LPN), working under the direction of higher-level nursing personnel, provides prescribed patient care such as:

· Administering oral and intramuscular medicine;

· Cleaning and dressing wounds;

· Performing post-surgery irrigation;

· Inserting and removing catheters;

· Observing and recording patient information, including vital signs;

· Drawing blood samples;

· Posting patient charts;

· Maintaining patient hygiene.

SPECIAL NOTES

· Exclude entry-level Licensed Practical Nurses with less than one year of experience.

· Exclude supervisors.

286B  Licensed Practical Nurse 2
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NURSES AIDE

Under the general supervision of a Registered Nurse (RN) or Licensed Practical Nurse (LPN), assists the medical and nursing staff with tasks involving direct patient care and treatment.  A Nurses Aide works in a hospital, nursing home, or convalescent center and provides the following care:

· Takes patients’ temperature, pulse, and respiration;

· Applies simple dressings and bandages;

· Gives enemas;

· Collects specimens for laboratory study;

· Performs simple laboratory tests such as diabetic tests and stool guiac;

· Changes bed linens;

· Cleans patient areas;

· Serves food trays and assists patients in eating;

· Counts, bundles, and sorts linen;

· Counts and records supplies;

· Sterilizes equipment;

· Maintains bedside charts and transfers information to permanent charts;

· Assists in observation of symptoms and reports changes in patient’s condition.

SPECIAL NOTES

· Include Nurses Aides with at least one year of direct patient care experience OR completion of an approved course for Medical Assistants.

· Requires a Washington State license to practice as a “Nursing Assistant-Certified.”
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OCCUPATIONAL THERAPIST

As an experienced Occupational Therapist, provides services to patients.  Occupational therapy services include assessment, treatment, program planning and implementation, and related documentation as prescribed by a physician.  Examples of typical work are:

· Evaluates and treats patients with a variety of physical and mental disabilities using specialized skills such as driver training or employment capacity evaluation;


· Assists in directing and coordinating occupational therapy programs;


· Instructs occupational therapy assistants and students in occupational therapy procedures;


· Participates in specialized psychiatric occupational therapy;


· Provides occupational therapy services to outpatients;


· Writes evaluative reports on patients and therapists.

SPECIAL NOTES
· Requires a valid license to practice Occupational Therapy within the state AND successful completion of American Occupational Therapy Association certification examination AND three years of professional experience as an Occupational Therapist.
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SURGICAL TECHNOLOGIST

As an experienced Surgical Technologist, assists clinical staff in a variety of operative procedures such as:

· Obtaining, assembling and arranging sterile instruments and supplies used for surgical procedures;

· Anticipating and passing appropriate instruments, sutures, and supplies to surgeon during procedures;

· Maintaining patient safety throughout perioperative care;

· Preparing operating room prior to procedures by selecting sterile instruments for autoclave and/or sterile containers, arranging appropriate instruments for specific procedures, and arranging required equipment;

· Maintaining aseptic techniques;

· Counting and documenting supplies used during procedures;

· Assisting with equipment preparation;

· Assisting with draping patients;

· Assisting with gowning and gloving physicians;

· Assisting with clean up after procedures;

· Assisting with the dressing application and patient transfer.

SPECIAL NOTES

· Requires completion of a Surgical Technologist program AND one year of experience assisting clinical staff in a variety of operative procedures in an operating room environment.

· Legal Requirement – Registered by the state of Washington as a Surgical Technologist or Licensed in the State of Washington as a Licensed Practical Nurse, Registered Nurse, or Physician.
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PHYSICAL THERAPIST

Under general direction, performs initial assessments of patient condition; plans and administers physical therapy; and evaluates treatment goals and patient progress.  As a licensed Physical Therapist:

· Administers physical therapy to patients through use of physical, chemical, and other properties of heat, light, water, electricity, scientific massages, and therapeutic exercise (exercise includes posture and rehabilitation procedures);

· Prescribes and explains rehabilitative exercises to the patient;

· Assesses patient status; plans and implements treatment programs which includes the use of physical agents, manual therapy, and therapeutic exercise;

· Writes initial evaluations, progress notes, discharge summaries, and home programs;

· Instructs other team members in patient-specific therapy techniques.

SPECIAL NOTES

· Requires completion of a Physical Therapy Program AND a current State license to practice as a Physical Therapist.

· Exclude supervisors, program directors, or the only therapist in a hospital or company.

· Exclude attendants and assistants.

· Exclude jobs combining teaching or other therapies such as occupational therapy or nursing.
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MEDICAL TECHNOLOGIST (ASCP REGISTERED)

A Medical Technologist performs chemical, microscopic, bacteriologic, and other analyses to provide data for use in the treatment and diagnosis of disease.  Incumbents work independently under the general supervision of a physician or supervising technologist. Medical Technologists work primarily in the field of clinical technology and perform tasks such as:

· Reporting laboratory findings, exercising professional judgments in the analysis and certification of results;

· Calibrating, operating, troubleshooting and performing routine and emergency preventative maintenance to laboratory instruments and related equipment;

· Conducting biochemical and microscopic examinations of spinal fluid, smears, blood, sputum, gastric contents, tissue and excreta;

· Preparing slides of human and animal autopsy and biopsy material; preparing tissue for examination, preparing staining materials; preparing slides from sample tissues and body cells during surgical operations.

SPECIAL NOTES

· Include only those persons who have a BS degree AND certification by the American Society of Clinical Pathologists as Medical Technologists.
· Exclude clinical helpers and assistants.

· Exclude students and interns. 

· Exclude supervisors and leads over other Medical Technologists.

· Exclude positions requiring specialty registry such as Cytologists and Histologists.

508E
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PHARMACIST

As a professional pharmacist, dispenses pharmaceuticals and provides drug information to nurses, physicians, and patients.  Professional responsibilities include:

· Compounding, manufacturing, labeling and dispensing drugs and pharmaceutical preparations;

· Filling prescriptions for drugs and pharmaceuticals;

· Keeping records and inventory of all drugs and supplies.

SPECIAL NOTES

· Requires a valid Washington State license to practice pharmacy AND one year of experience in pharmacy practice or completion of an accredited residency training program.

· Exclude pharmacy assistants.

· Exclude supervisory pharmacists (head pharmacists).

· Exclude owners, partners, or pharmacy managers. 

295F
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DIETITIAN

Provides nutritional care for patients and/or directs sections of food service systems.  Provides for nutritional assessment, management and education of patient.  Screens and evaluates all aspects of nutrition care.  Examples of typical responsibilities are:

· Assesses nutritional status of patients;


· Formulates modified and/or therapeutic diet menus based on physician’s recommendation for patients;


· Trains and/or instructs cooks, food service aides, patients or students in preparation of special diets;


· Coordinates and evaluates food production, distribution, and service systems;


· Establishes and maintains policies and procedures regarding such things as standards of food production and service, sanitation, safety and security, and food service system goals;


· Develops, organizes, implements and evaluates nutrition education for patients.

SPECIAL NOTES

Requires registration as a “Dietitian” by the American Dietetic Association.

311E
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POLICE OFFICER

As a commissioned police officer, performs general duty police work to protect life and property.  Enforces laws and ordinances, maintains order, and prevents and investigates crime.  Commissioned police work includes:

· Patrolling areas to prevent crime;

· Directing and regulating traffic;

· Answering criminal complaints;

· Investigating crimes;

· Responding to complaints and conducting on-site investigations;

· Delivering civil processes;

· Serving warrants and arrests;

· Transporting prisoners;

· Controlling civil disturbances;

· Preparing evidence for prosecution;

· Testifying in court on occasion.

SPECIAL NOTES

· Include only commissioned police officers.
· Exclude security guards.

· Exclude supervisors.
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CORRECTIONAL OFFICER

As a fully qualified Correctional Officer, performs a full range of journey level security work among inmates at an adult correctional facility under minimum supervision.  Typical responsibilities of a Correctional Officer include:

· Assisting in controlling, directing, and monitoring the activities and movement of inmates;

· Searching inmates and cells for contraband;

· Patrolling and inspecting grounds, walls, corridors, inmate work areas, and cell blocks;

· Recording infractions and preparing reports on inmates for supervisor when necessary;

· Maintaining safety of inmates, staff, and the public;


· Intervening in and controlling acts of negative behavior and violence by using verbal de-escalation;

· May participate in directed treatment plan for inmates.

SPECIAL NOTES

· 70A:
Report data for employees who are “Weapons Qualified” (training in the 


use of firearms).

· 70B:
Report data on employees who are NOT “Weapons Qualified”.

· Include only positions whose entire assignment is custody, supervision and/or treatment of adult inmates.

· Include positions regardless of whether the employees are, or are not, required to have been former commissioned law enforcement officers.


· Include positions that have the title of “Matron” if the duties of the position fit the description.

· Exclude combination jobs such as “Jailer-Cook” or “Jailer-Dispatcher”.

· Exclude jail personnel who are occasionally used as law enforcement officers outside the jail.  Include Correctional Officers who transport inmates.

· Exclude supervisory or lead correctional officers.

· Exclude positions that require arrest authority.

384B  Corrections and Custody Officer 2
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SECURITY GUARD (UNARMED)

As a Security Guard, maintains security from fire, theft, illegal entry, property damage, or unauthorized use of buildings and grounds.  Inspects and patrols assigned areas by foot or vehicle.  Provides custody, security, and safety for residents, staff, or visitors.

· For security purposes, monitors arrival and departure of employees; directs visitors and others to parking areas and offices, provides information and assistance to individuals as necessary; escorts visitors, staff, students and residents to and from buildings; responds to public inquiries;

· Monitors vehicles in parking areas; responds to reports of stolen property, accidents, parking incidents, and recommends parking citations; reports illegal entries and other incidents to law enforcement as necessary; secures areas until authorities arrive; assists law enforcement personnel upon request;

· Makes regular rounds; punches time clock; tests and activates security alarm system after securing buildings; reports needed repairs and safety hazards to proper authorities;

· Receives checks, and signs for registered mail and other deliveries made after normal working hours;

· Monitors closed circuit television receivers and alarm systems for theft or fraud;

· May deal with hostile patients, residents, or visitors;

· May perform first aid.

SPECIAL NOTES

· Exclude positions that are licensed and allowed to carry a firearm.
385K Security Guard 1
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Community Corrections Officer
Manages a caseload of adult felony offenders on community supervision, or in community work-training facilities.  Works in an unpredictable and uncontrolled environment in the contact of, and working with, offenders and their families.  Typical work includes:  

· interviewing and counseling offenders; making referrals to other sources, such as child protective services 

· contacting and working with employers, state agencies and, law enforcement agencies, entities statewide and in other states, etc.;

· working in cooperation with narcotics units, conducting body, home, and vehicle searches, and confiscating contraband and weapons

· investigating social background and criminal records; and

· investigating violations, executing court and DOC warrants, conducting arrests, testifying at hearings, and conducting pre-sentence investigations.

· assessing offenders’ risk level to determine level of supervision

· authorized but not required to carry weapons*

Conducts pre-sentence and pre-parole investigations and presents reports in court.  Requires knowledge of offender casework principles, applicable state laws and regulations, and investigative methods.  

SPECIAL NOTES:

1. Our minimum qualifications include a bachelor's degree and one year of experience.

2. This is an experienced community corrections officer handling a caseload.  

3. Our next higher level is also a non-supervisor, but has added responsibilities such as leading other officers, or coordinating community service or community involvement for an entire unit or office.

4. * Please note if higher pay is awarded for carrying a firearm and the amount or percentage above base salary if applicable.

383G Community Corrections Officer 2 
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SOCIAL WORKER - HOSPITAL

As a professional social worker, provides services including counseling and aiding patients, families or others to help patient understand and accept medical recommendations.  Working under general supervision in a medical or psychiatric unit, provides the following services:

· Assesses and treats non-medical problems interfering with effective patient care;

· Provides group and/or family therapy and discharge planning;

· May conduct research projects or studies;

· May participate in teaching activities.

SPECIAL NOTES

· Requires a master’s degree in social work from a program accredited by the Council of Social Work Education AND six months of experience in a health care delivery system.

· Exclude Social Workers who provide only specialized services such as geriatrics, sexually transmitted disease counseling, women’s and children’s services, etc.
· Legal requirement – Registration as a counselor by the state of Washington within 30 days of employment.

351E
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COOK

As an experienced cook, prepares and cooks meats, soups, desserts, vegetables, sauces and gravies for large groups in an employee cafeteria or institutional kitchen.  Cooking duties include:

· Adjusting recipes to volume of demand;

· Directing kitchen helpers in preparing food, maintaining food preparation and storage areas, and in cleaning utensils;

· Keeping inventory and maintaining necessary supplies and goods for assigned meals.

SPECIAL NOTES

· This is an all-around skilled cook, who prepares a variety of food items.

· Works under a higher-level cook, food manager, or dietician.

· Exclude cooks who plan long-range menus or serve as dietitians.

· Exclude cooks who buy food.

· Exclude cooks who cook in restaurants other than large cafeterias.

· Exclude fry cooks, short order cooks, and fast food chain cooks.

· Exclude cooks who supervise other journey-level cooks.

674G  Cook 1
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FOOD SERVICE AIDE

Under supervision, performs routine work in preparing and serving food and beverages and maintaining sanitary conditions of a food service operation.  Routine work includes:

· Washing, peeling, and cutting up vegetables and fruits;

· Putting batter or corn meal on meat and putting into pans;

· Assembling salads, sandwiches, and desserts;

· Performing simple cooking such as hot cereals, toast, and boiled eggs;

· Operating standard kitchen appliances such as coffee makers, toasters, mixers and dishwashers;

· Setting, clearing, and cleaning dining tables;

· Transporting food from kitchen to dining areas or hospital rooms;

· Serving food individually from steam tables and carts; assembling food trays; loading and clearing steam tables;

· Washing dishes and utensils; sweeping and mopping floors; cleaning kitchen, dining areas, refrigerators, steam tables and other food service equipment.

675F  Food Service Worker
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EMERGENCY MANAGEMENT PROGRAM SPECIALIST

As a fully-qualified professional Emergency Management Program Specialist, is responsible for the development, implementation, and/or delivery of emergency management services within a program(s), projects(s), and/or functional area(s) such as plans, exercises, education, training, recovery, telecommunications, and/or emergency operations. Incumbents exercise independent judgment and are fully responsible for the delivery of services within their assigned area(s) of responsibility.  Typical responsibilities of an Emergency Management Program Specialist include:

· Coordinating emergency management programs, projects, functions, or activities, or portions thereof, internally and with other state agencies, local jurisdiction, federal agencies, the private sector, and other states or countries;

· Developing, delivering, implementing or evaluating emergency management plans, training and/or education activities throughout the state in support of state and local emergency management programs;

· Initiating and coordinating emergency response services to include emergency notification, logistics management, resource coordination, warning dissemination, and Emergency Action Plan implementation;

· Developing, implementing, and monitoring financial or other contractual agreements between the State and other public and private entities;

· Planning, coordinating, and administering the development and employment of radio/wireless, telephone, microwave, and/or computerized components of the emergency management telecommunications system;

· Coordinating the development, maintenance, and repair of specialized radio, telephone, microwave, and/or power generation equipment.

SPECIAL NOTES

· Requires a Bachelor's degree AND two years of professional level experience in emergency management, financial management, training/education, public information/affairs, program/project management, environmental analysis or planning, civil/structural engineering, legislative affairs, and/or urban planning.

· Telecommunications positions require the related telecommunications experience.  Technical training and experience above the minimum two year requirement may be substituted year-for-year for the degree requirement.

· May be required to assign, instruct and check the work of other emergency management staff, but this is not a supervisor.
· May also be assigned related professional level budget, accounting, and/or contracting responsibilities.

397B Emergency Management Program Specialist 2
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PHARMACY TECHNICIAN

Under the general supervision and control of a licensed pharmacist, performs a variety of technical pharmaceutical tasks such as compounding medications, preparing prescriptions, preparing intravenous admixtures, and performing order entry of prescriptions into the pharmacy computer.  Typical responsibilities also include:

· Preparation of prescriptions from physician orders;


· Charging and/or billing functions;


· Monitoring and performing batch preparation of pharmaceuticals;


· Assisting in the training of pharmacy assistants, interns, and students.

Special Notes:

Requires a State of Washington Pharmacy Technician certification and six months of pharmacy experience.

296H Pharmacy Technician 1
