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Senior Exec.
Mgt. Asst. 11

Human
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Six yrs. of admin. support exp., including three
Tech E9 yrs. involving sec. practices equiv. to a Sec. E8
or Legal Sec. E8. OR two yr. of exp.
involving sec./mgt. asst. practices equiv. to a
Sec. 9, Legal Sec. 9, or SEMA 9. OR one exp., including three yrs.
year equiv. to the Division Head Legal Sec. 10 Equiv. to a Legal Sec. E8,
or Exec. Sec. E10; or six months equiv. to a in the Dept. of Atty.
SEMA 11. General.

Two yrs. of admin. and
exec. support exp. equiv. to
an Exec. Sec. E10, Sec. 10,
Legal Sec. 10, or Sec.
Supvr. 10. OR one yr.
equiv. to the SEMA. 11.

Tech. E9

Five yrs. of legal sec.

@

Two yrs. of exp. as a
Dept. Tech. 7. OR One
yr. of exp. as a Dept.
Tech. 8. OR One yr. of

Educational level  typically
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high school and four years of
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high school and and two yrs. of
exp. as a first-line supervisor in
an ECP Group Three
classification.

State Service. senior (8) level office

SIVTPTREIE EXEMTES: Accounting Assistant 8

Calculations Assistant 8

Data Coding Operator 8

Depart General Office Assistant 8 State Services
Medical Benefits Reviewer 8

Tech7 Word Proc. Asst. 8 Asst. 8

OR

Human
Resources
Asst. E8

Educational level  typically
acquired through completion of
high school and one yr. of exp.
as a second-line supervisor in an
ECP Group Three classification.

Secretary 9«

Four yrs. of typing-related
admin. support exp., including

Four yrs. of typing-related
admin. support exp., including
T : one yr. Equiv. to a Sec. E8 or two yrs. involving legal sec.
Three ylrs(.j_of admin. support Legal Sec. E8. or two yrs. practices egum 7to the Legal
< A exp.,including one yr. equiv. equiv. to a Word Proc. Asst. ec. 7.

Tl exp., including two yrs. to the state services asst. , E7, Sec. 7 or Legal Sec. 7.
;fp"a 'S”‘:: 'n%ggﬁ performing specific job function involving the processing of

b driver/vehicle records in the
Resources Ass't. in
A Depart. of State.
State Service. One yr. performing at ‘ P Secretary Word Proc.
the E7 level. E8 Asst. 8

Accounting Assistant E7

Three yrs. of

admin. support Three yrs. of admin. support

*

Human

Calculations Assistant E7 State Services
Data Coding Operator E7

Asst. E7

Resources
Asst. 7 l

Service.

Accounting Assistant 6
Two yrs. of admin. support exp., Calculations Assistant 6
\ including one yr. equivalent to Data Coding Operator 6
the intermediate level in State General Office Assistant 6
Medical Benefits Reviewer 6
Word Proc. Asst. 6

General Office Assistant E7
Medical Benefits Reviewer E7
Word Proc. Asst. E7

? Two years of admin. support
Two yrs. of admin. support exp., exp., including one yr. equi.
including one yr. performing to the intermediate level,
specific job function involving the processing of
‘ drivers and/or vehicle
records in the Dept. of State.

¢

One yr. of admin. support exp.

Accounting Assistant 5
Calculations Assistant 5 No specific type or
Data Coding Operator 5 amount of exp. is required
General Office Assistant 5 for jobs at the 5 level.
Medical Benefits Reviewer 5
Word Processing Asst. 5

Three yrs. of typing-related
admin. support exp., including
one yr. equiv. to a Word Proc.
Asst. E7, Sec. 7 or Legal Sec.
7.

Secretary
7

2 years of admin support
experience where use of a
personal computer is an
essential part of the work,
including 1 year as 6

-

Three yrs of typing-related
admin. support exp., including
two yrs. equiv. to the Word
Proc. Asst. 6.

Word Proc.
Asst. E7

Two yrs of typing-related
admin. support exp.,
including one yr. equiv. to
the Word Proc. Asst. 6.

Three yrs. of typing-related

admin. support, including one

yr. involving legal sec.
practices equiv. to the Legal
Sec. 7.

2 years of admin support
experience where use of
a personal computer is an
essential part of the work,
including 1 year as 6

s

Word Proc.

Asst. 6

One year of typing-related
admin. support exp.
equivalent to the Word
Processing Asst. 5, where
typing of correspondence,
reports, charts, etc. is a
substantial part of the work.

Word Proc.

Asst. 5




