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JOB DESCRIPTION AND WORKER CHARACTERISTICS

Job Duties in Order of importance

Minimum Acceptable Characteristics

Assists Department of Administrative Services (DAS) Labor Relations
Officer & EEQ Officer: responds to grievances that may arise out of pro-
motional & appointment selections (e.g., schedule step 3 grievance meei-
ings; proofreads official communications for speiling & grammar; assists in
research of contract &/or legal issues using internet, books, periodicals,
&/or manuals); transcribes written responses; assigns numbers to griev-
ances & enter into database; records disciplinary actions & maintain in da-
tabase; maintzins records for financial disclosure filing & track compliance;
assists in gathering information for public records requests; assemble train-
ing materials; coordinate training schedules; schedules fraining facilities;
notify training attendees; record & process training attendance lists and

Provides general assistance to & receives direction from Office of Em-
ployee Services (OES) program managers: may assist with & monitor
status of Special Projects {e.g., tracking hiring processes; performance

Serves as back-up & provides for front desk as requested. (e.g., time stamp,
sorts & distributes incoming mail, download job applications, assist with

Knowledge of (1) public relations; (2) la-
bor relations; (3) EEQ processes and pro-
cedures; (4) customer service practices; (5)
office practices & procedures; (6) agency
policies & procedures®; (7) government
structure & process®.

Skill in (8) operation of a personal com-
puter & related software (e.g., MS Woud, .
Excel, PowerPoint).

Ability to (9} define problems, collect data,
establish facts, draw valid conclusions;
{10) gather, collate & classify information
about data, people or things; (11) write
standard business correspondence, reports
& memorandums & like documents; (12)
pay attention to detail; (13) carry out in-
structions in written or oral form; (14) pre-
pares meaningful, concise & accurate re-
ports; (15 vse proper research methods to
gather data.

Knowledge of 1, 4, 5, 6%, 7%,

Skill in 8
Ability t09, 10, 11, 12,13, 14, 15

Knowledge of 1, 4, 5, 6,%, 7.
SkiHin 8
Ability to 12, 13,

*developed after employrment
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