SECRETARIAL/SEMA CAREER PATH CHART

(January 2010)

Six months of satisfactory
service as an STP

Six months of satisfactory
service as an STP

|

Six months of satisfactory
service as an STP

Six months of satisfactory

jolol

SEMA 15

SEMA 15

SEMA 11-15

SEMA 11-15

service as an STP

Six Months as a SEMA

)

SEMA 9-15

|

Senior Exec.
Mgt. Asst. 13, 15

Exec. Sec. 12

Four yrs. of admin. and exec.
support exp. equiv. to the SEMA 9,
Sec. 9, or Legal Sec. 9, OR 3 yrs of
admin and exec. support exp. equiv.
to an Exec Sec. E10, Legal Sec 10
or Sec. Supervisor 10 OR 2 yrs
equiv. to the SEMA 11 Exec. Sec.
11 or Sec. Supervisor 11 OR 1 yr
equiv. to the Exec. Sec. 12

Senior Exec.
Mgt. Asst. 11

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.

Senior Exec.
Mgt. Asst. 9

Seven yrs. of admin. support exp., including four
yrs. involving sec. practices equiv. to a Sec. E8
or Legal Sec. E8. OR three yrs. of exp.
involving sec./mgt. asst. practices equiv. to a
Sec. 9, Legal Sec. 9, or Sr. Exec. Mgt. Asst. 9.
OR two yrs. equiv. to the Division Head Legal
Sec. 10 or Exec. Sec. E10; or one yr. equiv. to a
SEMA 11.

Exec. Sec. 11

Six yrs. of admin. support exp., including three
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
year equiv. to the Division Head Legal Sec. 10
or Exec. Sec. E10; or six months equiv. to a
SEMA 11.

Div. Legal Sec.
Suprv. 12

Six yrs. of legal sec.
exp., including four yrs.
Equiv. to a Legal Sec.
E8, in the Dept. of Atty.
General.

Div. Legal Sec.

Suprv. 11

Five yrs. of legal sec.
exp., including three yrs.
Equiv. to a Legal Sec. E8,
in the Dept. of Atty.

Exec. Sec. E10

General.
Legal Sec. 10 & Div.| (Div. Legal Sec.
Head Legal Sec. 10 Suprv. 10

[y

Five yrs. of typing-related
admin. support exp.,
including two yrs. involving
legal sec. practices equiv. to
the Legal Sec. E8.

Four yrs of admin support exp. where use
of a personal computer is an essential part
of the work including 2 yrs equivalent to the

Five yrs. of typing related
admin. support exp., including
two yrs. involving sec. practices

Four yrs. of legal sec.
exp., including two yrs.
equiv. to a Legal Sec.
E8, in the Dept. of Atty.
General.

STP = State Transitional Professional

E7 admin. support or the Secretary 7 or
Legal Secretary E7 OR 4 years of admin.
Support exp. where use of a personal
computer is an essential part of the work
including 1 yr equivalent to advanced 8
admin. support work or a Secretary E8 or
Legal Secretary E8

equiv. to a Sec. E8 or Legal
Sec. E8. OR one yr. of exp.
involving sec./mgt. asst.
practices equiv. to a Sec. 9,
Legal Sec. 9, or SEMA 9.

)L

Educational level typically
acquired through completion of
high school and four years of
exp. as an advanced 9-level
worker in an ECP Group One
classification.

Departmental Trainee 9

Legal

Secretary 9|<

Four yrs. of typing-related
admin. support exp., including
one yr. Equiv. to a Sec. E8 or
Legal Sec. E8. or two yrs.

equiv. to a Word Proc. Asst.

E7, Sec. 7 or Legal Sec. 7.

Secretary
E8

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
G

Word Proc.
Asst. 8

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.

Secretary 9

Four yrs. of typing-related
admin. support exp., including
two yrs. involving legal sec.
practices equiv. to the Legal
Sec. 7.

Three yrs. of typing-related
admin. support, including one
yr. involving legal sec.
practices equiv. to the Legal
Sec. 7.

Legal
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

s

Word Proc.

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




