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SECRETARY I

CLASSIFIED POSITICN VACANCIES 001

DEPARTMENT OF REVENUE
INSURANCE COMMISSION
LEGAL

KANAWHA

DAY SHIFT UNLIMITED ORIGINAL FULL TIME PERM
1.00

UNDER GENERAL SUPERVISION, SUCCESSFUL CANDIDATE
WILL BE RESPONSIBLE FOR PROVIDING CLERICAI, SUPPORT
TO ASSOCIATE GENERAL COUNSEL AND STAFF OF THE
PROSECUTION UNIT WHILE EXERCISING CONFIDENTIALITY,
DISCRETION AND USE OF INDEPENDENT JUDGMENT.
POSITION REQUIRES CONSIDERABLE KNOWLEDGE OF
SECTION POLICY, PROCEDURES AND GUIDELINES. DUTIES
MAY INCLUDE BUT ARE NOT LIMITED TO:.CREATE AND
MANAGE CASE FILES AND NOTEBOOKS; RESPONSIBLE FOR
DATLY FILING OF DOCUMENTS AS RECEIVED OR SENT AS
CURRENT FILES/NOTEBOOKS ARE CRITICAL; DOCUMENTS
ARE ALSO TO BE SCANNED AND INDEXED INTO COMPUTER
FILES ON A DAILY BASIS; PREPARE DOCUMENTS AND
CORRESPONDENCE FROM VERBAL INSTRUCTION, WRITTEN OR
VOICE RECORDED DICTATION AND CORRECT TO FINISHED
FORM; SCAN AND INDEX CORRESPONDENCE AND VARIQUS
DOCUMENTS; MAINTAIN RECORD OF RECEIPT AND STAFF'S
RESPONSES TO OUTSIDE INQUIRES; RESEARCH RECORDS
AND RETRIEVE DATA FROM MULTIPLE SOURCES TO ASSIST
IN THE PREPARATION OF REPCORTS; SCHEDULE AND
CALENDAR TRAVEL ARRANGEMENTS FOR UNIT'S PERSONNEL;
FILING AND DATA ENTRY IN VARIQUS FILING SYSTEMS
WITHIN THE UNIT; DUPLICATE AND DISTRIBUTE, VARIQUS
DOCUMENTS AS DIRECTED; UPDATE LEGAL MATERIAL.'IN
LIBRARY AS NEEDED; ACT AS BACK-UP TIMEKEEPER FOR
UNIT. WILL USE MULTIPLE SQFTWARE PROGRAMS AND
MUST HAVE WORKING KNOWLEDGE OF MICROSOFTPWORK AND
EXCEL. WILL HAVE FREQUENT CONTACT WITH UNITS
WITHIN THE CFFICES OF THE INSURANCEACOMMISSIONER
DEALING WITH SENSITIVE AND CONFIDENTIAL. MATTERS.
MUST BE ABLE TO ACHIEVE AND MAINTAIN. EFFECTIVE
WORKING RELATIONSHIPS WITH OIC STAEF' AND VARIOUS
PERSONNEL AND ENTITIES OUTSIDE OF° AGENCY GOOD
COMMUNICATION SKILLS, BOTH WRITTEN AND ORAL ARE
REQUIRED. OTHER RELATED DUTIES AS REQUIRED
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REQUIREMENTS: TRAINING: GRADUATION FROM A STANDARD HIGH SCHOOL
OR THE EQUIVALENT. :
EXPERIENCE: FQOUR YEARS OF FULL-TIME OR EQUIVALENT
PART-TIME PATD EXPERIENCE PERFORMING CLERICAL
DUTIES AT THE OFFICE ASSISTANT II LEVEL, INCLUDING
TYPING, WHICH MUST HAVE INCLUDED SCREENING AND
ROUTING TELEPHONE CALLS AND CORRESPONDENCE, AND
COMPOSING ROUTINE CORRESPONDENCE.

SUBSTITUTION: COLLEGE HOURS OR RELATED BUSINESS
SCHOOL OR VOCATIONAL TRAINING MAY BE SUBSTITUTED
THROUGH AN ESTABLISHED FORMULA FOR UP TO TWO YEARS
OF THE REQUIRED EXPERIENCE.

SALARY: PAY GRADE 008 $21,504.00 - $£39,792.00
DEADLINE: NOVEMBER 28, 2011
TO APPLY: SEND DIVISION OF PERSONNEL APPLICATION TO:

CAMMIE WHEELER
PO BOX 50540
CHARLESTON, WV 25305

PLEASE INCLUDE POSTING NUMBER INS120032. .ON, .APPLICATION
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