Page 1 of 3

Request for Quote

STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS
ONE CAPITOL HILL
PROVIDENCE RI 02908

CREATION DATE: 14-OCT-14

BID NUMBER: 7549070
TITLE:  PERSONNEL SERVICES - TEMPORARY (MPA #

157)
BLANKET START : 01-JAN-15
BUYER: McGurn, Cheryl A .
PHONE # N/A BLANKET END  : 31-DEC-15

BID CLOSING DATE AND TIME:18-NOV-2014 11:00:00

B S

! MASTER PRICE AGREEMENT H MASTER PRICE AGREEMENT
L | see BELOW ! | see BELOW

L | RELEASE AGAINST, RI MPA P | RELEASE AGAINST, RI MPA
T | US T | US

0 o)

Requistion Number:
Note to Bidders: MASTER PRICE AGREEMENT #157

NOTE: Pricing should reflect any and all costs associated with the requirements of the
"Affordable Care Act".

Blanket requirements 1/1/2015 - 12/31/2015 with a one year renewal at the sole descretion of the State of Rhode Island.
Estimated spend from October, 2012 - October, 2014 is approximately $2,466,000.00

Bidders are requested to furnish hourly rates for the following job titles (jobs titles and specifications are attached).
Quantity totals given are estimated hourly usage during the period of October, 2012 to October, 2015.

Questions concerning this bid soliciation can be e-mailed to cheryl. mcgurn@purchasing.ri.gov by November 7, 2015 at 4:00 p.m.

. L. R Unit
Line Description Quantity Unit Price Total

1 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 25.00 Hour
SVCS.-TEMP. TELLER

2 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 25.00 Hour
SVCS.-TEMP CLERK

3 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 25.00 Hour
SVCS.-TEMP. CLERK TYPIST

4 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 2,269.00 Hour
SVCS.-TEMP. SENIOR CLERK

5 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 910.00 Hour
SVCS.-TEMP. SENIOR CLERK TYPIST

6 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 3,400.00 Hour
SVCS.-TEMP. SENIOR CLERK STENOGRAPHER

7 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 25.00 Hour
SVCS.-TEMP. PRINCIPAL CLERK

8 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 25.00 Hour
SVCS.-TEMP. PRINCIPAL CLERK TYPIST

° MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 25.00 Hour
SVCS.-TEMP. PRINCIPAL CLERK STENOGRAPHER

10 701,690.00 Hour
MPA-157 1/1/2015 - 12/31/2015 PERSONNEL

It is the{ Vendor's responsibility to check and download any and all adg¢enda from the[RIVIP. This offer may not H bd

RIVIP generated Bidder Certification Cover Form is attached and the Unit Price column is completed. The signed Certification Cover Form must
be attached to the front of the offer
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Request for Quote

STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS
ONE CAPITOL HILL
PROVIDENCE RI 02908

CREATION DATE: 14-OCT-14

BID NUMBER: 7549070
TITLE:  PERSONNEL SERVICES - TEMPORARY (MPA #

157)
BLANKET START : 01-JAN-15
BUYER: McGurn, Cheryl A X
PHONE# NJ/A BLANKET END  : 31-DEC-15

BID CLOSING DATE AND TIME:18-NOV-2014 11:00:00
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Requistion Number:
Note to Bidders: MASTER PRICE AGREEMENT #157

NOTE: Pricing should reflect any and all costs associated with the requirements of the
"Affordable Care Act".

Blanket requirements 1/1/2015 - 12/31/2015 with a one year renewal at the sole descretion of the State of Rhode Island.
Estimated spend from October, 2012 - October, 2014 is approximately $2,466,000.00

Bidders are requested to furnish hourly rates for the following job titles (jobs titles and specifications are attached).

Quantity totals given are estimated hourly usage during the period of October, 2012 to October, 2015.

Questions concerning this bid soliciation can be e-mailed to cheryl. mcgurn@purchasing.ri.gov by November 7, 2015 at 4:00 p.m.

Unit
Price

Line Description Quantity Unit Total

8VCS.-TEMP. CLERK SECRETARY

n MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 4.740.00 Hour

SVCS.-TEMP. DATA ENTRY OPERATOR
12 MPA-157 1/1/2015 - 13/31/2015 PERSONNEL 6,150.00 Hour
SVCS.-TEMP. WORD PROCESSING TYPIST
3 | MPA-157 1/1/2015 - 13/31/2015 PERSONNEL 25.00 Hour
SVCS.-TEMP. RECONCILIATION CLERK
14 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 6,280.00 Hour
SVCS.-TEMP. FISCAL CLERK

15 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 320.00 Hour
SVCS.-TEMP. LABORER

16 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 25.00 Hour
SVCS.-TEMP. TELEPHONE OPERATOR

7 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 3,730.00 Hour
SVCS.-TEMP. PARALEGAL AIDE

18 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 1,490.00 Hour
SVCS.-TEMP. LEGAL ASSISTANT

19 33,030.00 Hour
MPA-157 1/1/2015 - 12/31/2015 PERSONNEL

it is the Vendor's responsibility fo check and download any and all addenda from the RIVIP. This offer may not be considered unless a signed
RIVIP generated Bidder Certification Cover Form is attached and the Unit Price column is completed. The signed Certification Cover Form must
be attached to the front of the offer
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BID NUMBER: 7549070

TITLE: PERSONNEL SERVICES - TEMPORARY (MPA #
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BID CLOSING DATE AND TIME:18-NOV-2014 11:00:00

SEE BELOW

us

o4 v—zTWw

MASTER PRICE AGREEMENT

RELEASE AGAINST, RI MPA

NOTE: Pricing should reflect any and all costs associated with the requirements of the
"Affordable Care Act".

Blanket requirements 1/1/2015 - 12/31/2015 with a one year renewal at the sole descretion of the State of Rhode Island.

Estimated spend from October, 2012 - October, 2014 is approximately $2,466,000.00

Bidders are requested to furnish hourly rates for the following job titles (jobs titles and specifications are attached).

Quantity totals given are estimated hourly usage during the period of October, 2012 to October, 2015.

Questions concerning this bid soliciation can be e-mailed to cheryl. mecgurn@purchasing.ri.gov by November 7, 2015 at 4:00 p.m.

Terms of Payment:

It is the Vendor's responsibility to check and download any and all addenda from the RIVIP. This offer may not be considered unless a signed
RIVIP generated Bidder Certification Cover Form is attached and the Unit Price column is completed. The signed Certification Cover Form must

be attached to the front of the offer

. . . s Unit
Line Description Quantity Unit Price Total

SVCS.-TEMP. INFORMATION SERVICES TECHNICIAN |

20 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 230.00 Hour
SVCS.-TEMP. DATA MANAGER |

21 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 25.00 Hour
SVCS.-TEMP. DATA MANAGER I

22 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 3,890.00 Hour
SVCS.-TEMP. DATA PROCESOR 2

23 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 5,190.00 Hour
SVCS.-TEMP. DATA PROCESSOR 4

24 MPA-157 1/1/2015 - 12/31/2015 PERSONNEL 8,470.00 Hour
SVCS.-TEMP. FISCAL ASSISTANT - GENERAL

Delivery:




STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS

DIVISION OF PURCHASES TEL: (401) 574-8100
One Capitol Hill, 2™ floor FAX: (401) 574-8387
S JProvidence, RI 02908-5855 TDD: (401) 574-8228

Website: www.purchasing.ri.gov

TEMPORARY (MPA-157)
PERSONNEL SERVICES

BLANKET REQUIREMENTS: 1/1/2015 — 12/31/2015
WITH A ONE (1) YEAR RENEWAL OPTION AT THE SOLE
DISCRETION OF THE STATE OF RHODE ISLAND

The State of Rhode Island, Department of the Administration, Division of Purchases, is
requesting bids to provide:

TEMPORARY PERSONNEL SERVICES ON AN "AS NEEDED” BASIS AT VARIOUS STATE
AGENCIES.

EVALUATION OF BIDS:

The State may make a pre-award survey or conduct interviews in order to obtain additional or
supplementary information to assist in the evaluation of offers, including personnel background
information checks as may be determined to be necessary by the state.

AWARD:

Multiple awards may be made to those bidders that will best serve the need and intent of this
solicitation, the state reserves the right to extend this agreement for a period of one (1) year at

the same terms and conditions.

BID REQUIREMENTS:

Service locations: Statewide (90% within the greater Providence area)

A. PRICING SHOULD RELFECT ANY AND ALL COSTS ASSOCIATED WITH THE
REQUIREMENTS OF THE “AFFORDABLE CARE ACT”.

B. PERSONNEL AND STAFFING:

o List number of employees available to perform services for specific job

titles listed.
e List any special skills, authorizations or certifications of your employees

e List experience in serving current placement at state facilities.
e List additional insurance or bonding

pg. 1




C. CERTIFICATION TO THE STATE THAT A BUREAU OF CRIMINAL
INVESTIGATION BACKGROUND CHECKS HAS BEEN CONDUCTED AND
REVIEWED BY THE VENDOR ON ALL PROPOSED TEMPORARY EMPLOYEES.

D. BIDDERS ARE REQUESTED TO FURNISH HOURLY RATES FOR THE JOB
TITLES SPECIFIED (BID SPECFICATIONS ARE ATTACHED).

pg. 2
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STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS
mrw- Department of Administration

DIVISION OF PURCHASES TEL: (401) 574-8100
' S}  One Capitol Hill, 2" floor FAX: (401) 574-8387
*i I Providence, RI 02908-5855 TDD: (401) 574-8228

Website: www.purchasing.ri.gov

Insurance

The successful bidder must submit a certificate of insurance that references the
solicitation number and names the State of Rhode Island as “certificate holder” and as
“additional insured” upon the issuance of the tentative letter of award, on an annual
basis during the term of the contract awarded pursuant to this solicitation, and from time
to time upon request.  The certificate of insurance must state that 20 days’ advance
notice of cancellation will be sent to: Rhode Island Department of Administration,
Division of Purchases, One Capitol Hill, Providence, Rhode Island 02908-5855, fax #
401-574-8387, and provide evidence of the following specific types and amounts of
insurance:

Type of Insurance Amount of Coverage

Comprehensive General Liability

Bodily injury $1 Million each occurrence
$1 Million annual aggregate

Property damage $500,000 each occurrence
$500,000 annual aggregate

Independent contractors

Contractual (including construction “hold harmless” and other types of
Contracts or agreements in effect for insured operations)

Completed operations

Personal injury (with employee exclusion deleted)

Automobile Liability
Combined Single Limit | $1 Million each occurrence
Baodily injury, property damage, including non-owned and/or hired vehicles and
equipment '
Workers Compensation |

Coverage B $100,000

The State Purchasing Agent reserves the right to accept alternate forms and plans of
insurance and/or to required additional or more extensive coverage.

PAGE1OF1 -BID 7548625




CLASS TITLE: TELLER
Class Code: 02411200
Pay Grade: 15A
: EO: F
CLASS DEFINITION:

CENERAL STATEMENT OF DUTIES: To receive and/or disburse currency and checks according to
established procedures and maintain simple records thereof; and to do related work as required.
SUPERVISION RECEIVED: Works under the close supervision of a superior from whom specific
assignments are received; work is checked usually npon corapletion by reconciling cash taken against
cash register total and money paid is checked against authorized vouchers.

SUPERVISION EXERCISED: Usually none, but during rush periods may supervise a small number of
temporary employees engaged in receiving and accounting for money. and checks received or disbursed.

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To be responsible for the receiving and receipting of money and checks with accaracy and speed.
To balance receipts periodically against the register tape and other receipted documents.

Or, to be responsible for the making of cash payments in accordance with established procedures.
To sort and count cutrency, coins, checks and similar items. :

“To make notations on checks or other documents for proper identification,

To prepare deposit slips and other necessary reports or records pertaining to the receiving of monies.
To prepare necessary Isports or records pertaining to cash disbursements.

To perform routine clerical work at times.

To do related work as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A working knowledge of the procedures and
practices used in handling and accounting for the receipt and disbursement of monies and the ability to
apply these practices and procedures; a considerable speed and aceuracy in counting money; the ability
to maintain and check accuuately cash accounting records; the ability to detect irregularities in checks,
vouchers or sirilar cash items; the ability to deal courteously with the public; and related capacities and -

abilities.

EDUCATION AND EXPERIENCE:

Education: Such as may have been gained through: graduation from setior high school, including or
supplemented by completion of courses in commercial arithmetie. .

Experience: Such as may have been gained through: employment involving the handling and accounting
for substantial amounts of currency, coins, checks and similar items in a bank, hotel, railroad ticket office

orina mercantile establishment.
Or, any combination of education and experience that shall be substantially equivalent to the above

education and experience.

Class revised: December 28, 1968
Editorial Review: 3/15/03




CLASS TITLE: CLERK

Class Code: 02412200
Pay Grade: 07A
EO: F
CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To perform simple routine repetitive clerical work; and to do
related work as required.

SUPERVISION RECEIVED: Individual tasks, if at all varied, are assigned in detail and specific
instiuctions are given as to the mafiner of pexformance; work is carefully checked by supervisor both in
process and in final form. for completeness and accuracy.

SUPERVISION EXERCISED: None.

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To perform simple clerical work which involves a fixed routine, can be readily learnéd and requires -
little independent judgement,

To sort and file material, sich as checks, cash stubs, vouchers, statements, réquisitions or: other
similar records.

To pull cards and documents from filés ahd, when recessary, to assist in posting or to post
information to simple forms, registers, records, stc. '

To check various reports or records for aceuracy and completeness.

To assist in sorting, classifying, stamping and distributing both incoming and outgoing mail

To operate office appliances, such as adding, duplicating, letter stamping, and simple addressing
machines.

o assemble and staple material for disteibution.

To stuff envelopes.

To distribute necessary office supplies.

To perform messenger work.

To do related work as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A working knowledge of business Englfsh; a
familiatity with standard office filing procedures; the ability to make simple tabulating and arithmetical
computations; the ability to understand readily and ca_n'y out simple directions, both oral and writter; and

related capacities and abilities.

EDUCATION: Such.as may have been gained through: graduation from a senior high school.
Or, any combination of education and experience that shall be substantially equivalent-to the above -

education,

Class Revised: June 9, 1974
Editorial Review: 3/15/03




CLASS TITLE: CLERK TYPIST
Class Code: (2426200
Pay Grade: 074
EO: R
CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To perform simple routine repetitive clerical and typing
work; and to do related work as required. ‘
SUPERVISION RECEIVED: Individual tasks are assigned with detailed and specific instructions given
as to the manmer of performance; work is carefully checked in process and upon completion
SUPERVISION EXFERCISED: Usually none.

TLLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To type routine materiat not requiring the application of individual judgement, such as requisitions,
wariants, payroll lists, licenses, time caxds, dddress and reference cards and related form material.

To type copies from longhand drafts and rough copies of statements, coriespondencé, file cards and
related materal not requiring judgement conceming layout and presentation of information or data.

To cut stencils. o

To perform simple cletical work which involves a fixed routine, can be readily learned and requires
litle independent judgement. . -

To file records and reports, numeérically and alphabetically.

To answer a telephone.

To post information from source material to simple forms and registers.

To examine reports and records for accuracy and completeness of routine, easily verified information.

To receive, sort, classify, stamp, and distribute incoming mailed and to sce that outgoing
correspondence is picked up or mailed for delivery. : :

To staple and assemble material for distribution.

To perform messenger work as a part of other duties. :

Occasionaily, to operate other office appliances not requiring the services of a qualified operator.

To do related work as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENT:
FDGES. SKILLS AND CAPACITIES: A working lmowledge of business English; a

KNOWL »

familiaxity with standard office filing procedures; the ability to make accurate tabulations and
computations of a simple nature; the ability to understand readily and carry out simple directions, both
oral and written; a reasonable speed and acouracy in typing rolitine matter from plain copy*; and rélated

capacities and abilities. -




EDUCATION:

Education: Such as may have been gained through: graduation from a senior high school, including or

supplemented by courses in typing.

Or, any combination of education and experience that shall be substantially equivalent to the above

education.
*NOTE: 35 net WPM-5 minutes

Class Revised: May 24, 1987
Editorial Review: 3/15/03




CLASS TITLE: SENIOR CLERK
Class Code; 02412300
Pay Grade: 08A
EO: F
CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To perform varied clerical work of a difficult and responsible
nature and which reguires the exercise of independent judgement in following clearly prescribed
procedures; and to do related work as required.

SUPERVISION RECEIVED: General instructions are received at the beginning of each new task;
detailed instructions are received as to performance of unfamiliar tasks; work is subject to review for
accuracy and completeness. ' '
SUPERVISION EXERCISED: Generally none, but in some cases rpay supervise one or two
subordinates engaged in routine clerical work.

JLLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To perform varied clerical work of a difficult and responsible nature and which requires the exercise
of independent judgement in following clearly prescribed procedures such as: :
to prepare, verify and process requisitions, vouchers, claims gnd " other records,
forms or reports of a clerical nature related to fiscal activides; to process time, leave,
travel, appointment, payroll or other personnel and related records, forms and
reports; to index and file records, forms, repots, eic.; to proofread typewritten
materdal; to assemble, compile, verify and analyze routine statistical clerical data,
including the preparation of tables and charts prescribed by a * superior; to code data
to be used for mechanical tabulations; to prepare, verify, process and maintain other
varied and important office records and reports. .
To petform receptionist duties such as receiving visitors, giving them information of a routize or non -
technical nature, or referring them to proper persons for requested information; to assist the public in the

preparation of formns or records.
To supervise the work of a few persons engaged in performing simple and routine clerical and filing

tasks,
To operate office equipment such as caleulators and adding machines, as required, in the perfonmance
of clerical duties under conditions not requiring skilled operation of such equipment. :

To do related work as required.
REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A working knowledge of office practices,
commercial arthmetic and business English; the ability to understand and carry out complex written and
oral instructions; the ability to make moderately complex arithmetical computations and tabulations
accurately and with réasonable speed; the ability to make minor decisions on the basis of precedents and

“—regulations and to apply them to work problems; the ability to establish and maintain effective working
relationships with other employees and the public; and related capacities and abilities.




EDUCATION AND EXPERIENCE:

Education: Such as may have been gained through: graduation from  senior high school; and
Expetience: Such as may have been gained through: employment in a position which involved the
performance of simple routine repetitive clerical work. B

Or, any combination of education and experience that shall be substantially equivalent to the above
education and experience ’

Class Revised: June 9, 1974
Editorial Review: 3/15/03




CLASS TITLE: SENIOR CLERK TYPIST
Class Code: 02426300
_ Pay Grade: 094
. _EO: ¥
CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To perform typing work of a difficult and responsible nature
requiring the exercise of independent judgement and involving a degree of final responsibility; to perform
varied clerical work of a difficult and responsible nature requiring the exercise of independent
judgement; as required, to perform routine repetitive tasks related to the operation of various office
equipment including en line data terminal equiprent; and to do related work as required.
SUPERVISION RECEIVED: General instructions are received at the beginning of each new task;
detailed instructions are received as to performance of unfamiliar tasks; work is subject to review for
‘accuracy and completeness. o ‘
SUPERVISION EXERCISED: Generally none, but in some ¢ases may supervise subordinates engaged )
in routine clerical or typing work

JLLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To type involved financial or statistical staternents, reports, or other material from plain or rough copy
requiring the application of independent judgement and involving a degree of final responsibility.

To petform vatied clerical work of a difficult and responsible nature requiring the exercise of .
independent judgement. '

To assemble material for and to type payrolls, vouchers, purchase orders, bills, warrants, indices and
other forms requiring related judgements.

To set up and type tables and charts involving decisions as to best format.

To compose and type routine letters.

To transcribe from dictating machine records.

To cut stencils. _
To assist in maintaining general office records which require posting, tabulating and computing tagks.

To examine reports and records for accuracy and completeness of routine, easily verified information.
" To secure information from specified sources and furnish it to the public and other employees.
To staple and assemble material for distribution. : .
To analyze and classify material for filing and to maintain genetal office files.
To receive, stock and distribute office supplies.
To serve as receptionist, directing callers to proper individuals, arranging appointments, and
imparting general non technical information. :
As required, to perform routine repetitive tasks related to the operation of various office equipment
inclnding on line data terminal equipment, -
To do telated work as required,

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A working knowledge of office practices,
commercial afthmetic and business English; a working knowledge of methods and procedures of filing; a
reasonable speed and accuracy in typing complex or technical matters from plain of rough copy*; the
ability to understand readily and carry out complex oral and written directions; and related capacities and

abilities.




EDUCATION AND EXPERIENCE:

Education: Such as may have been gained through: graduation from a senior high school, including or
supplemented by courses in typing; and
Experence: ‘Such as may have been gained t

of a varied nature.
Or, any combination of education and exp

education and experience :

hrough: erployment in performing typing and office tasks

erience that shall be substantially equivalent to the above

*ﬁQE: 40 net WPM-5 minutes

Class Revised; May 24, 1987
Editorial Review: 3/15/03




CLASS TITLE: SENIOR CLERK-STENOGRAPHER

Class Code: 02441300
Pay Grade: 10
EO: F
CLASS DEFINITION: -

GENERAL STATEMENT OF DUTIES: To perform stenographic and typing work of a diffic.
responsible nature requiring the exercise of some independent Judgemnent and involving a degree o

responsibility; to perform varied clerical work of 2 complex and responsible nature requiring the ex

of some independent judgement in following clearly prescribed procedures; and to do telated we
required. .

SUPERVISYON RECEIVED; General instructions are received at the beginning of each new

detailed instructions are received as to performance of unfamiliar tasks; work is subject to revie

accuracy and completeness.

SUPERVISTON EXERCISED: Generally none, but in some cases may supervise subordinates en¢
in routine clerical, typing, or stenographic work. ' -

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To perform stenographic and typing work requiring tht exercise of some independent judgemen
involving a degree of final responsibility. : ) )

To perform varied clerical work requiring the exercise of some independent judzement in folla
clearly presctibed procedures. ,

To take dictation and transcribe letters, legal opinions, financial memoranda, technical reports
related material,

To compose and type routine letters.

To assemble material for and to type payrolls, vouchers, purchase orders, bills, warrants, indices
other forms requiring related judgement.

To set up and type tables and charts involving decisions as to best format.

To transeribe from dictating machine records,

To cut stencils.

To maintain general office records which require posting, tabulating and computing,

To examine reports and records for accuracy and completeness of routine, easily verified informati

To secure information from specified sources and fuxnish it to the public and other employees.

To staple and assemble materia] for distribution.

To make appointments and keep appointment lists.

To serve as receptionist, directing calless to proper individuals, arranging appointments, and impart
general non-technical information.

Occasionally, to aperate other office appliances not requiring the services of a qualified operator.

To do related work as required. '

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES. SKILLS AND CAPACITIES: A working knowledge of office practic
commercial arithmetic and business English; 2 working knowledge of methods and procedures of filing -
reasonable speed and accuracy in taking and transcribing complex or technical dictation®; the ability
understand readily and catxy out complex oral and written directions; and related capacities and abilities




EDUCATION AND EXPERIENCE:

Education: Such as may have been gained through: graduation from a senior high school, including or
supplemented by courses in shorthand and typing; and

Experience: Such as may have been gained through: employment in performing stenographic, typing and
office tasks of a varied narure.

Or, any combination of education and experience that shall be substantially equivalent to the above
education and experience. '

#NOTE: 80 WFPM-3 minutes-95% aceuracy

Class Revised: May 24, 1987
Editorial Review: 3/15/2003




CLASS TITLE: PRINCIPAL CLERK
. ’ Class Code: 02412400
Pay Grade: 124
EO: F
CLASS DEFINITION:

'GENERAL STATEMENT OF DUTIES: To be responsible for the work of several subordinates i 2 smatl
office, oz to supervise the work of a subdivision of a centralized office unit engaged in performing varied
routine and difficult clerical tasks; to participate in the performance of such tasks; and to do related work as
fequired.

SUPERVISION RECEIVED: Works under the general supervision of a supedor in  accordance with
established policies and procedures; instructions usually are given only at the beginning of assignments
involving a new type of work; work is generally in final form when completed and is subject to, but does not
always receive, review of superiors.

SUPERYVISION EXERCISED: Supeivises and reviews the work of clerical workers, assigning tasks and
reviewing work performed for conformance to procedures and instructions,

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

In accordance with established procedures, to supervise and participate in the work performed by a small
staff engaged in performing one or)several clerical tasks such as: preparing and issuing licenses or permits;
preparing, verifying and processing requisitions, vouchers, claims and other records, forms or repots of a
clerical nature related to fiscal activities; processing time, leave, travel, appointiment, payroll or other personnel
and related records, forms or reports; preparing, vetifying, processing and maintaining other varded and
important office records and reports; indexing and filing records, forms, reports, ete.; proofreading:
assembling, compiling, verifying and analyzing routine statistical clerical data, including the preparation of
tables and charts prescribed by a superior; performing data to be used for mechanical tabulation; taking
telephone calls; performing receptionist duties such as receiving visitors, giving them information of a routine
or non technical nature, or referring them to proper persons for requested information; processing incoming
and outgoing mail, etc. o

To supervise and review the work of a subdivision of a centralized office unit engaged in performing varied
routine and difficult clerical tasks. )

To do related work as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES. SKII.LS AND .CAPACITIES; A working knowledge of office practices, commercial

- arjthmetic and business English; the ability to make modetately complex arithmetical computations and
tabulations accurately and with reasonable speed; the ability to plan, supervise and review the work of 2 small
clerical staff; the ability to keep complex records and to prepare petiodic reports from stich records; the ability
to interpret and apply departmental policies and procedures relating to work assignments; the ability to prepare
clear and concise oral and-written reports; the ability to establish and maintain effective working relationships
with other employees and the public; and related capacities and abilities.

EDUCATION AND EXPERIENCE:

Education: Such as may have been gained through: graduation from a senior high school; and

Experience: Such as may have been gained through: employment in 2 position involving the exercise of
independent judgement in the performance of varied clerical work of a difficult nature.

O, any combination of education and experience that shall be substantially equivalent to the above education.

and experience.

Class revised: December 13, 1992
Editoral Review: 3/15/03




CL.ASS TITLE: PRINCIPAL CLERK TYPIST
. - Class Code: 02426400
Pay Grade: 12A
EO: F
CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To be responsible for the work of several subordinates in a
small office, or to supervise the work of a subdivision of 2 centralized office unit engaged in perfomming
varied routine and difficult clerical tasks; to perform typewriting work of a difficult and responsible
nahire; and to do related work as required. ) .
SUPERVISION RECEIVED; Works under the general supervision of 2 supetior in accordance with
established policies and procedures; instructions usually are given only at the beginning of assignments
involving a new type of work; work is generally in final form when completed and is subject to, but does
not always receive, review by superior: .

SUPERVISION EXERCISED: Supervises and reviews the work of clerical workers, assigning tasks
and reviewing work performed for conformance (o procedures and instructions. -

[LLUSTRATIVE EXAMPLES OF WORK PERFORMED:

In accordance with established procedures, to supervise and participate in the work performed by 2
small staff engaged in performing one or several clerical tasks such as: preparing and issuing licenses or
permits; preparing, verifying and processing requisitions, vouchers, claims and other records, forms or
repots of a clerical nature related to fiscal activities; processing time, leave, travel, appointment, payroll
or other personnel and related records, forms or reports; preparing, verifying, processing and maintaining
other vaded and important office records and repotts; indexing and filing records, forms, reports, ele.;
proofreading; assembling, compiling, verifying and analyzing routine statistical clerical data, including
the preparation of tables and charts prescribed by a superior; coding of data to be used for mechanical
tabulation; taking telephone calls; performing receptionist duties such as receiving visitors, giving them
information of a routine or non technical nature or refersing -them to proper persons for requested
information; processing incoming and outgoing mail, etc. )

To supervise and review the work of a subdivision of a centralized office unit engaged in performing
varied routine and difficult clerical tasks. : . . '

To perform typewriting work of a difficult and responsible nature in connection with any of the
above-mentioned tasks. :

To do related work as required.

REQUIRED QUALIFICATIONS ¥OR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A working knowledge of office practices,
commercial arithmetic and business English; the. ability to make moderately complex arithmetical
computations and tabulations accurately and with reasonable speed; the ability to plan, supervise and
review the work of 2 small clerical staff; the ability to keep complex records and to prepare periodic
reports from such records; the ability to interpret and apply departmental policies and procedures relating
to work assignmeuts; the ability to prepare clear and concise oral and typewritten reports; the ability to
establish and maintain effective working relationships with other employees and the public a reasonable
speed and accuracy in typing complex or technical matter from plain or rough copy*; and related

capacities and abilities.




EDUCATION AND EXPERIENCE:

Fducation; Such as may have been gained theough: graduation from a senior high school; and
Experience: Such as may have been gained through: employment in a position involving the exercise of
independent judgement in the performance of typing and other clerical work of a difficult nature
Oy, any combination of education and experience that shall be substantially equivalent to the abhove

education and experience.
¥NOTE: 40 net WPM-5 minutes

Class Revised; May 24, 1987
Editotial Review: 3/15/03




CLASS TITLE: PRINCIPAL CLERK STENOGRAPHER
Class Code: 02441400
Pay Grade: 13A

EQ: ¥

CLASS DEFINITION:

GENERAJL. STATEMENT OF DUTIES: To serve as a prvate stenographic secretary o an
administrative  official; to relieve such officials of important administrative detatls; to handle
correspondence and other routine matters; -and to do related work as required.

SUPERVISION RECEIVED: General procédures and work methods are outfined and policies are
dictated by superiors, but instructions usually are given only at the beginning of assigntments involving a
new type of work; work generally is in final form when completed and is subject to, but does not always
receive, review by superior.

SOPERVISION EXERCISED: As required, exercises direct supervision over a group of clerical
workers, assigning individual tasks and reviewing work methods and results. ’ ’

ILLUSTRATIVE EXAMPLES O WOREK PERFORMED:

To take and tramscribe general and technical dictation and to dictate or compose non-routine
correspondence v

To make up agenda for meetings according o well-established procedures; to send notices of
meetings to interested parties; and to take and transcribe verbatim dictation at meetings, conferences or
heazings.

To type matetial deafing with technical subjects and to proofread material typed by others.

To plan and supervise the work of a small group of clerical and stenographic employees engaged in
varied tasks, such as computing payrolls; maintaining records of expenditures, receipts and related
financial matters; providing stenographic services; keeping varied clerical records; and preparing reports
from information contained in the records maintained. S '

To compile information and statistical data from records maintained and from other sources; to
maintain cost records on the various functions performed by a department or division and prepare 1eports
thereon; to process applications for Jicenses and permits; to process purchase orders, requisitions and
related documents and to maintain appropriate records; to assist in the preparation of the budget; to
maintain time, leave and personnel records: and to prepare payrolls for depariment of division.

To make appointments for superiors; to make reservations and complete travel vouchers; to answer
questions and interprot departmental policies and procedures to other employees and the general public;
and to interview callers and applicants for clerical positions.

To open, sort and route incoming correspondence and to see that ontgoing correspondence is picked
up or mailed for delivery.

To maintain 2 library of professional books and journals.

To do related work as required

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACTTIES: A working knowledge of modem office practices,
procedures and equipment; a working knowledge of business English, spelling and arithmetic; 2 working
knowledge of departmental rules, regulations, procedues and functions and the ability fo apply these to
work problems; & familiarity with the principles and practices of office management and supervision; a
skill in taking and wanscribing oral dictation of complex and technical matexial®, and in typing accurately
from rough draft or clean copy; the ability to work independently on difficult or complex clerical tasks or




routine administrative tasks and to prepare non-routine correspondence; the ability to maintain complex
clerical records and prepare accuraie Teports; the ability to exetcise good judgement, couriesy and tact in
receiving office callers and in making proper disposition of problems; the ability to plan, assign, supervise
and review the work of clerical and/or stenographic employees; the ability to establish and roaintain
effective working relationships with other employees and the public; and related capacities and abilities.

EDUCATION AND EXPERIENCE:

Fducation: Such as may have been gained through: graduation from a senior high school, including or

supplemented by courses in shorthand, typing and business practices; and
Experience; Such as may have been gained throught employment of a progressively responsible nature
involving the performance of varied clerical and stenographic work of a complex and responsible natuce.

QOr, any combination of education and experience that shall be substantially equivalent to the above
education and experience. :

*NOTE: 80 WPM-3 minutes-95% accuracy

Class Revised: May 24, 1987 -
Editorial Review: 3{15/2003




CLASS TITLE: CLERK SECRETARY
Class Code: 02442200
Pay Grade: 164
EO: F
CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To serve as a private stenographic secretary to a director or
assistant director of a state department or agency; to relieve such official of important administrative
derails; to handle correspondence and other routine matters; and to do related work as required.
SUPERVISION RECEIVED: Assignments and instiuctions are given in broad outline with specific
instructions only in unusual or unprecedented situations; only important and/or complicated assignments
are reviewed upon completion.

SUPERVISION EXERCISED: May supervise and review the work of a small clerical staff, but
normally this class will serve in an advisory or consulting capacity to this staff.

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To serve as a private stenographic secretary to a director or assistant director of 2 state departrent or
agency by taking and transcribing difficult, complex and at times verbatim dictation, including staff
mestings, conferences, hearings, correspondence, speeches and telephong messages; and, as required, to
take and transcribe important or confidential verbatim dictation at special hearings, meetings and

conferences.

To relieve such official of important administrative details such as:

arranging his conferences and meetings with other state officials as well as
representatives of other public, private, professional organizations; answering
all types of verbal and written inquiries of an administrative nature which do
not involve complex interpretations of departmental or agency policies and
procedures; and

reviewing correspondence, memoranda, statements, forms and records for
content and compliance, with administrative policies and procedures, signing
all such documents as anthorized on his behalf.

To be responsible for routine office matters such as:
composing, independently, all kinds of comespondence not requiring
administrative judgement and interpretation of the policies and rules and
regulations of the department or agency and signing such correspondence;
obtaining informationt or material needed by the department or agency head in
answering correspondence, conducting telephone conversations, preparing
speeches orin formulating new methods or procedures;
initiating and receiving personal and telephone contacts with the responsibility
of making appointments, answering requests for administrative information,
interviewing callers and refeming them through the proper channels and
conferring with other employees in the department or agency to solve problems
relating to coordination of work and other matters in order to relieve the
administrative official of as much detal as possible; and maintaining
confidential departmental or agency files.

As required, to supervise and review the work of a small clerical staff or act in an advisory or

consulting capacity 1o this staff.,
To perform other routine clerical tasks incidental to the work of the office.




To do related woflc as required.
REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES. SKILLS AND CAPACITIES: A thorongh knowledge of office methods, practices,
procedures and terms; a thorough knowledge of business English; a high degree of skill in taking and
transcribing complex or technical dictation,* including verbatim dictation as required, and to type**
from rough draft or plain copy; a working knowledge of commercial arithmetic; the ability 1o handle,
independently, routine but jmportant administrative details including the composition of important
letters and memoranda without dictation; the ability to exercise a high degree of initiative and
judgement; the ability to understand and follow complex written or oral instructions; the ability to
establish and maintain effectiveé working relationships with other state departments or agencies, public
and private organizations and departmental or agency personnel; and related capacities and abilities.

EDUCATION AND EXPERYENCE;

Education: Such as may have beén gained through: graduation from a senjor high school, including or

supplemented by courses in shorthand, typing and business practices; and
Experience: Such as may have been gained through: employment in 2 responsible secretarial pOSltton
including difficult or complex stenographic and clerical duties and the infiependent handling of important

but minor administrative details,
Or, any combination of education and cxpencnce that shall be substantizlly equivalent to the above

education and experience.
* Note; 100 WPM - 3 minutes - 95% accuracy
++Note: 40 net WPM - 5 minutes

Class Revised: February 21, 1993
Editorial Review: 3/15/2003




CLASS TITLE: DATA ENTRY OPERATOR
' Class Code: 02420200
' Pay Grade: I0A
EQ: F
CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To perform data entry work of a difficult and responsible nature
involving the use and operation of data entry/ verification equipment; and to do related work as required.
SUPERVISION RECEIVED: Detailed instructions are received at the beginning of work assignments;
work is reviewed in process and upon completion for accuracy and efficiency of operation.

SUPERVISION EXERCISED: Usually none. '

ILLUSTRATIVE EXAMPLES OF WORK PERF' ORMED:

To perform data entry work of 2 difficult and responsible nature involving the use and operatioxi of data
entry/verification equipment. '

To verify the correctiess of processed dafa.

To detect and report any machine malfunctions.

To perform simple clerical work, maintain files and compile routine reports.

To do related work as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENT: -

RNOWLEDGES, SKILLS AND CAPACITIES: A working knowledge of the principles; practices aﬁd
procedures involved in providing data entry services involving the use and operation of data
entry/verification equipment; the ability to operate such machines with speed and accuracy*; the ability to

perform simple atithmetic computations; the ability to camry out oral and wiitten instructions; and related
capacities and abilities.

EDUCATION AND EXPERIENCE:

Education: Such as may have been gainied through; graduation from 2 senior high school; and
Experience: Such as may have been gained through: employment involving the operation of data entry

equipment.
Or, any combination of education and experience that shall be substantially equivalent to the above

education and experience.

*NOTE: 35 net WPM-5 minutes

Class Revised; October 7, 1990
Editorial Review: 3/15/03




CLASS TITLE: WORD PROCESSING TYPIST
Class Code: 02423200
Pay Grade: 10A
EQ: F
CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To perform typing work of 2 difficult and responsible nature
on automatic typewriting equipment which records material on cards or tapes for storage and reuse; to
petform veried clerical work of a difficult and responsible nature; and to do refated work as required-
SUPERVISION RECEIVED: General instructions are received at the beginning of each new task;
detailed instructions are received as to the performance of unfamiliar tasks; work is subject to review for
accuracy and cornpleteness.

SUPERVISION EXERCISED: Generally none, but in some cases may supervise subordinates engaged
in routine cledical or typing work. ’

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To perform typing work of a difficult and responsible nature on automatic typewriting equipment
which includes such features as: storage of conteqt and format; automatic reproduction or printing;
switch codes; save mMemory; antomatic letter writing; editing, math options and other word processing
functions. :

To typs involved statistical statements, reports, legal documents or other material from plain copy,
rough copy or dictaphone requiring the application of judgement and final responsibility.

To organize data and determine formats for this data.

To compose and type routine and form letters.

To maintain records and files.

To perform varied clerical work of a difficult and responsible nature.

To secure information from specified sources and furnish it to the public, other employees and
supervisors.

T o assist staff members by the performance of various clerical tasks.

As required, to operate other office appliances nat requiring the services of a qualified operator.

To answer the telephone and respond to in-person callers. '

To answer inquiries and/or impart non technical information regarding Programs, policies and
services.

“T'o refer callers and schedule appointments for supervisors.

To do related work as required. )

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES; A working knowledge of general office practices,
commercial arthmetic and business English; a working knowledge in the methods and procedures of
filing; the ability to operate one or moxe of the several types of word processing typewriting machines
with reasonable speed and accuracy™; the ability to understand readily and carry out complex oral and
written directions; and related capacities and abilities.




EDUCATION AND EXPERIENCE:

Education: Such as may have been gained through: graduation from a senjor high school including or
supplemented by courses in typing and the operation of automatic typewriting equipment; and
Experience: Such as may have been gained throngh: employment in performing automatic typing and

office tasks of a varied nature. _
- Or, any combination of education and experience that shall be substantially equivalent to the above

education and expexience. -

#NOTE: 40 net WPM-5 minutes

Class Revised: March 29, 1993
Editorial Review: 3/15/03




CLASS TTTLE: RECONCILIATION CLERK
- Class Code: 02454300
Pay Grade: 10A
R EO: F
CLASS DEFINITION:

GENERAL STATEMENT OF DULIES: To imake fnitial examination or vedifications of documents used in
copnection with encumbrance, disburserment and receipts procedures; to perform elementary phases of clerical
accounting; and to do related work as Tequired.

SUPERVISION RECELVED: Works under the immediate supervision of a superior who reviews work in
process and upon completion for accuracy and compliance with presceibed work methods and procedures. -

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To prepare all types of benefit payment checks and to prepare records related to the disbursernent of such
checks; to examing and verify benefit payment checks in order to detenmine their arithmetical accracy, theie
proper authorization and accuracy of identifying data; to verify deposit and withdrawal ships made out to banks;
and to reconcile bank staterments. )

To follow important technical written memoranda pettaining to prescribed eXamining and financial procedures.

To post from vouchers to books of originai entry. :

To prepare requisitions and vouchers

To operate an adding machine in the vetification of communications.

To do related work as required.

REQUIRED QUALIFICATIONS FOR APPOINIMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: The ability to make examinations and venifications of
Teceipt and expenditure types of documents for the purpose of determining their compliance with law, rules and
regulations; the ability to make tabulations and atithmetical computations with reasonable speed and  accuracy;
the ability to operate an addmg machine; the abifity to understand and carry out written and osal directions; and
related capacities and abilities.

EDUCATION AND EXPERIENCE:

Education: Such as may have beent gained through: graduation from a senior high school; and

Experience: Such as may ‘have been gained through: employment in routine clerical work inyolving the making of
arithmefical computations and the operation of an adding machine. ’

QOr, any combination of education and experience that shall be substantially equivalent to the above education and
experience

Class Revised: June 9, 1974
Rditorial Review: 3/15/03




CLASS TITLE: : FISCAL CLERK
-Class Code: 02453200
Pay Grade: 144
EQ: F
CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To perform responsible clerical duties in connection with the
maintenance of financial and related records of 2 state agency imvolving the knowledge and application of
bookkeeping principles and practices; and to do reated work as required.

SUPERVISION RECEIVED: Works under the general supervision of a superior; work s reviewed i process
and upon completion.

SUPERVISION EXERCISED: As required, may supervise the work of a smatl group of ¢lerical workers.

JLLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To record transactions in books of original entry and to post to ledger accouats from receipy; disbursement,
expense and appropuiation records according to established account clagsifications.

To draw trial balances and prepare simple reports, schedules and summaries.

To reconcile agency’s records with those of the Division of Accounfs and Control in order to assure
complete agreement of records of dishursements receipts, outstanding orders and balances.

To maintain current personnel records, prepare payroll adjustments and keep appropriation accounts.

To keep inventory of office equipment and supplies and to be responsible for the maintenance of adequate
stacks. ! '

To be responsible for petty cash funds.

To prepare requisitions and vouchers. )

To examine and verify requisitions, payments, purchase orders, invoices, wavel statements, payrolls
transmittal sheets, check registers and checks. )

To maintain files of requisitions purchases orders, utility orders and other related records.

To provide clerical assistance to a superior in the preparation of the annual budget requests of the agency
and in the maintenance of accounts. ' :

To maintain records of cash receipts and disbursemonts and to make reports thereon.

To make routine audits of employer reports of employinent, wages and taxes.

As required, to supervise the work of a small group of clerical workers engaged in record keeping and other
routine clegical functions in the agency-

To do related work as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A working knowledge of the principles and practices of
bookkeeping and a reasonable speed and accuracy in making complex tabulations and arjthmetical
computations; 2 working knowledge of standard office methods and procedures; a familiarity with the uses of
standard office equipment; the ability to understand and carry out both oral and written directions; the ability to
operate adding and calculating machines; and related capacities and abilities. '

EDUCATION AND EXPERIENCE:

Educaton: Such as may have been gained through: graduation from 2 senior high school, including or
supplemented by courses in bookkeeping and office practice; and :

Experience: Such as may have been gained through: employment as a bookkeeper.

Or, any combination of education and experience that shall be substantially equivalent to the above education

and experience.

Revised
May 4, 1980




CLASS TITLE N LABORER
Class Code: 02173200
Pay Grade: 08G
" EOCode: H
CL.ASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To perform general unskilled manual labor; on occasion, to
operate farm eqiipment and other motor equipment; and to do related work 25 required. .
SUPERVISION RECEIVED: Receives peneral or specific work assignments from a supervisor; work is
subject to close supervision and/or inspection.

SUPERVISION EXERCISED: Usually none. -

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To perform general unskilled manual labor including pick and shovel work on gravel, asphalt, concrete or
other types of roadways and bridge approaches.

To apply patching materials to road surfaces; to operate a far heater.

To feed sand spreadets on oiled or icy roads.

Jo dig holes and ditches. ‘

To chop and saw wood and perform manual labor in landscaping and roadside beantification programs.

To uncrate and unpack supplies and store same; to opefate 2 hand truck.

To asslst in the operation of a snowplow; to shovel and chop ice.

To grade, seed, fertilize, weed, mow, rake and water grass. ,

To perform manual labor in park maintenance, mosquito control, fish hatchery and sewage plant
programs. .

To assist in performing maintenance and repair work on buildings and equipment.

To move fomiture or other heavy equipmoent and to pexform other manual or service work of an unskilled
nature in or about an institution or public building. :

To wash, grease and service automotive or mechanical equipment.

To perform manual Jabor aboard a dredge boat which involves assisting in the operation of the dredging
equipment. ’

On occasion, to operate faom and/or other motor equipment.

On occasion, 1o act as a parking lot attendant which may include tending a gasoline pump and keeping
simple records.

To serve as a helpet to a skilled tradesman.

To do rélated work as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENI:

KNOWLEDGES, SKILLS AND CAPACITIES: The ability to understand and carry out oral instructions;
the physical abilify to perform, various manual tasks; the ability to leamn fo use and/or operate light motor

equipment; and related capacities and abilities.

EDUCATION AND EXPERIENCE:
Education: Sufficient to follow simple oral instructions.
SPECIAL REQUIREMENT: At the fime of appointment must be physically qualified to perform assigned

duties as evidenced by a physician's certificate,

Class Revised: April 27, 1986
Editortal Review: 3/15/03




CLASS TITLE: TELEPHONE OPERATOR
. Class Code: 02427200
Pay Grade: 10A.
EO: F
CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To operate central telephone control console -or a private
branch exchange switchboard; to petform routine clerical and related tasks connected therewith; and to
do related work as required.

SUPERVISION RECEIVED: Instructions are received in detail at the beginning of the work; wotk is
reviewed for prompt, cheerful, accurate performance.

SUPERVISION EXERCISED: May instruct temporary relief operators in the opetation of the
equipment. :

LLUSTRATIVE EXAMPLES OF WORK PERFPORMED:

To operate a central telephone control console or a private branch exchange switchboard.

To answer telephone inquiries. .
To make local connections and as required, to trausfer calls from one line to another.

To place and complete long distance calls.

To follow up calls, and trace persons desired, npon request.

To keep records of incoming and outgoing telephione calls; to interpret calls to numbers which have
been changed and to direct the caller to the proper number. :

To receive callers and announce them by telephone.

To give out authorized information regarding the activities of the agency. -

Tn some cases, to perform simple clerical tasks when not occupied at the switchboard; to check and
reconcile telephone bills.

To do related work as required

REQUIRED QUALIFE ICATIONS FOR APPOINTMENT:
KNOWLEDGES. SKILLS AND CAPACITIES: A working knowledge of telephone switchboard or

control console operation;’ the ability to keep records of toll calls and telegrams and to reconcile
telephone bills; the ability to follow written or oral directions; and related capacities and abilities.

EDUCATION AND EXPERIENCE:

Educatiori: Such as may have been gained through: graduation from a senior high school; and

Experience: Such as-may have been gained throught employment as an Operator of a private branch
exchange switchboard, console or call director.
Or, any cornbination of education and experi

education and experience.

ence that shall be substaritially equivalent to the above

Class Revised: June 9, 1974
Editorial Review: 3/15/03
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CLASS TITLE: ‘ PARALEGAL AIDE .
’ Class Code; 02461300
Pay Grade: 14A
EO: B
CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To be responsible for the performance of a vailety of
paralegal duties directly related to the support and maintenance of an extensive legal services program
within a state department or agency; and fo do related work as required. '

SUPERVISION RECEIVED: Works under the general supervision of a supetior with latitude for the
exercise of independent judgement; work is reviewed usually upon completion for results obtained and
conformanee fo established policies, rules, regulations and practices. -
SUPERVISION EXERCISED: May supervise the work of clerical subordinates assigned to assist, -

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To be responsible for the performance of a variety of paralegal duties directly related to the suppott
and maintenance of an extensive legal services program within a state department or agency.

To be responsible for performing legal research and analysis of law sources such as statutes, legal
atficles, legal decisions, opinions, rulings, memoianda, and other legal material for review, approval and
use by a supetior. :

To be responsible for gathering, assenobling, summarizing and compiling substantive information on
various legal issues and matters. . ‘

To assist in investigating facts and law of case 10 detetmine causes of action and to prepare such case
accordingly v

To be responsible for analyzing facts and legal questions and providing paralegal assistance in
answeting snch questions by interpreting applicable Jegal provisions, regulations, precedents and policies
when possible. '

To assist in the adjudication of epplications or cases on the basis of pertinent laws, regulations,
policies and precedent decisions. . ,

To be responsible for the maintenance of legel files and case controls, and as required, to extract
information from such legal files, as well as prepare legal forms and documents,

To do related work as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENTY:

KNOWLEDGES, SKILLS AND CAPACITIES: A thorough knowledge of office practices, policies
and procedutes as it relates to legal setvices within a state department of agency; the ability to assist in
the interpretation and application of laws, rules, regulations, and precedents; the ability to evaluate
pertinent facts, cases and evidence and compile and assemble such legal data in a clear, concise manner
for utilization by a superior; the ability to communicate effectively by prepating both oral and written
reports; the ability to establish and maintain effective working relationships with supetiors, associates,
and other individuals and groups; as required, the ability 1o supérvise and review the work of a
subordinate staff; the ability to maintain Tegal files and extract information from such files upon request;

and related capacities and abilities.




N
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EDUCATION AND EXPERIENCE:

A A e e e =

Education: Such as may have been gained through: graduation from 2 senior high school supplemented
by completion of an accredited paralegal training program; or

Experience: Such as may have been gained throngh: considerable employment in a legal office
performing various para-professional duties relative fo an extensive legal services program.

Class Created: November 24, 1985
Editorial Review: 3/15/03




CLASS TITLE: LEGAL ASSISTANT
Class Code: 02461400
Pay Grade: 19A
EO Code: F
CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To assist a superior by refieving him/her of routine and
reocoursing supervisory and administrative duties and responsibilities associated with support and
maintenance of an extensive legal services division; and fo do related work as required.

SUPERVISION RECEIVED: Receives genetal supetvision from the Assistant Director and Chief
Legal Counsel with latitude for the exercise of initiative and independent judgernent.

SUPERVISION EXERCISED: Supervises and reviews the work of paralegal aides and clerical
employees engaged in performing administative, clerical, typing and fisca] tasks.

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To assist & superior by relieving him/her of routine and reoccurring supetvisoty and administrative
duties and responsibilities associated with support and maintenance of an extensive legal services
division,

To plan, organize and supervise the office activitles of a legal services division including the
coordination of the office, clerical and paralegal work among other employees in the legal services
division.

To be responsible forthe performance and supervision of a variety of legal assistant dutjes directly
related to the support and maintenance of an extensive legal services program within the agency.

To be responsible for planning and crganizing the clerical and administrative work for a large staff of
attorneys.

To supervise, plan, train and review the work of a staff including, but not limited to, paralegal aides,
clerks and student interns.

To maintain 2 law library which includes the purchase of new boaoks, the circulation of matetials to
attorneys and the updating of books and petiodicals in a timely fashion.

When authorized, to contact representatives from other legal service divisions within other state
agencies, state and federal coutts, the Attomney General’s office, and private law offices regarding legal

mafters being handled by the agency.
To work with other state and private law offices in carrying out various duties under the purview of a

supervisor.

To represent the division at meetings with other divisions, department and agencies as required.

To be responsible for planning staffing requirements and needs.

To be responsible for the management of the division’s budgetary expenditures.

To supervise case controls and the preparation of legal forms, to taintain motion calendars, formal
and special cause calendars, and trail calendars. :

To prepare draft pleading and correspondence during the course of official duties.

To prepare proposed legislation for the various divisions within the state departméent or agency.

To work efficiently and unsupervised in a fast-paced highly charged atmosphere while dealing with
complex issues, superior court, supreme coutt, federal court and Administrative Adjudication deadlines.

To direct the media on highly charged political issues as they occur. - :

To do related work as required.




REQUIRED QUALIFICATIONS FOR APPOINTMENT!

KNOWLEDGES, SKILLS AND CAPACITIES: A working knowledge of the principles and practices
associated with the management of an extensive environmental legal services division; a knowledge of
legal practices and procedures assoclated with the cases handled by the legal services division of a law
agency; the ability to plan, organize and supervise the work of others involved in carrying out the clerical
and paralegal duties associated with a legal services division; the ability to prepare a wide variety of legal
docurnents; the ability to prepare important legal correspondence; the ability to communicate effectively
with lawyers, patalegal and clerical staff in other state and private law offices regarding legal cases of
mutual concem; the ability to supervise, Teview and evaluate the work of paralegal aides and clerical staff;
the ability to handle important cotrespondence and routine personnel contacts; and related capacities and

abilities.

EDUCATION AND EXPERIENCE:

Fducation: Such as may have been gained through: graduation from a senjor high school supplemented
by various professional courses/seminars related to legal issues; supervisory procedures and management
infotmation systems; and, .

Expetience: Such as may have been gained through: extensive employment in a legal office performing
diverse legal assistant/administrative assistant duties relative to law in comprehensive legal services/state
regulatory program, which includes.supervision and management of an extensive support staff and the
preparation of legal documents. :

Or, any combination of education and experience that shall be substantially equivalent to the above
education and experience. ’

Class Cteated: September 19, 1993
Editorial Review: 3/15/03




CLASS TITLE: INFORMATION SERVICES TECH NICIAN |
GlassCode: 02422300
Pay Grade: 16A
EO: F
CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To perform technical work providing information,
publication, resource, reference and other stalewide, centralized information/ibr ary/communicatio ns
services; to access and process data through electronic networks and the Intemet using word processing,
1he World Wide Web (WWW) and various software programs; and fo do related work as required.
SUPERVISION RECEIVED: Works dnder the general supervislon of a supervisor with latitude forthe
exercise of independent judgement; work is reviewed in process and upon conpletion for conformance to
esiablished pollcies, procedures and regulations

SUPERVISION EXERCISED: Usually none.

SUFERVIVIALIE ‘A0 s

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To perform a variely of {echnical work providing information, publication, resource, reference and
other stalewide cenfraiized information/llbr ary/lconmunicatio ns services.

To access and process data thraugh electronic networks and the Internet using word processing, the
VWWUW.and various soflware programs.

To assist In answering requests and providing information ona wide variety of services and programs.

To answer the felephone and in-person requests for general informmation from other state agencies and
the general public.

To make routine contacts with the public, state officials, employees, el

To disseminate printed materials and correspondence.

To compile and maintain statistics and other data,

To provide information and assistance fo stafe agencles, community organizafions, the public and
others. .
To receive and process requests for reformatling of stete docurents into altemative formats.
Ta perform simple, routine repairs to efuipment.
To maintain an inveniory of supplies.
To do related work as requived.

REQUIRED QUALIFIGATIONS FOR APPOINTMENT!:

KNOWLEDGES, SKILLS AND .CAPACITIES : A working knowledge of state government, services
and programs; a working knowledge of general office practices; the ability perform duties in the ereas
of preparation and maintenance of materials, publication, data processing equipment, distribution and..
resource; the ability to access and pracess dala through statewide networks using word processing, the
VWVW and various software programs; the ability to perform keyboard functions with reasonable speed
and acouracy; the ability to compile reporis; the ability to establish and raintain effective working
relationships with supervisors, staff and tha public; the ability fo perform simple routine repairs o
equipment; and related capacities and ablities.




EDUCATION AND EXPERIENCE;

Education: Such as may havebeen gained through: graduation from asenlor high school; and

Experience; Such as may have been gained through: employrrent In a pasition providing information to
the public or employment in a clerical position involving the use of computer equipment and software.
Or, any combination of education and experience ihat shall be substantially equivalent fo the abave
education and experience.

Glass Greated: February 16, 1997
Editorial Review: 3/15/03




TITLE: Data Manager I

DUTIES AND RESPONSIBILITIES: To be responsible for the day to day
administration of a program specific to a complex data set or a group of data sets within
an office; to prepare electronic reports; to perform error resolution and other quality
control functions; and to do related work as required.

MINIMUM OUALiFICATIONS:

Education: Such as may have been gained through: possession of a Bachelor’s
degree from an accredited school with a concentration in Computer Science; and

Experience: Such as may have been gained through: employment in a technical
position involving system design, systems analysis or systems programming.,

SPECIAL REQUIREMENTS (Licensure, Certification, Other): None
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TITLE: Data Manager 11

DUTIES AND RESPONSIBILITIES: To be responsible for the day-to-day
administration of a group of large data sets which have a divisional focus; to assign and
review the work of technical and clerical assistants; to develop protocols for data
collection and data entry; to perform programming as necessary; and to do related work
as required.

MINIMUM QUALIFICATIONS:

Education: Such as may have been gained through: possession of a Bachelor’s
degree from an accredited school with a concentration in Computer Science; and

Experience: Such as may have been gained through: employment in an technical
position involving the evaluation and diagnosis of systems and/or programs
involving applications programming.

SPECTAL REQUIREMENTS (Licensure, Certification, Other): None
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TITLE: Data Processor 2

DUTIES AND RESPONSIBILITIES: . To perform data entry, filing, screening
and scanning of Domestic Violence/Sexual Assault (DV/SA) Reporting Forms,
clerical tasks, as well as police follow-up telephone calls and other duties related to
the processing of statewide DV/SA Police Reporting Forms within the Rhode Island
Supreme Court, Domestic Violence Unit; or to perform comparable data processing
tasks with the forms and decuments specific to the RI School for the Deaf; or to
perform data processing tasks for other departments or agencies; and to do related

work as required.

MINIMUM QUALIFICATIONS:

Education: Such as may have been gained through: Possession of a High
School Diploma or Equivalency; and

Experience: Such as may have been gained through: employment involving
the operation of data entry equipment,

SPECIAL REQUIREMENTS (Licensure, Certification, Other): None.
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TITLE: Data Processor 4

DUTIES AND RESPONSIBILITIES: To perform data entry, quality control
and supervisory roles relating to data entry into electronic data systems; when
required, to prepare reports based on available electronic data; and to do related -
work as required.

MINIMUM QUALIFICATIONS:

Education: Such as may have been gained through: Possession of a High
School Diploma or Equivalency; and

Experience: Such as may have been gained through: employment involving
the operation of data entry equipment.

SPECIAL REQUIREMENTS (Licensure, Certification, Other);: None.
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TITLE: TFiscal Assistant—- GENERAL

DUTIES AND RESPONSIBILITIES: To maintain and amend contracts in an
automated record-keeping system; to prepare contracts and amendments for signature and
audit and submit for payment all bills relating to contracts; to perform responsible clerical
duties in connection with the maintenance of financial and related records; and to do
related work as required. :

MINIMUM QUALIFICATIONS:

Education: Such as may have been gained through: graduation from a senior
high school or its equivalent, including or supplemented by college level courses
in computer science, business methods and practices; and

Experience: Such as may have been gained through: employment in a

responsible capacity involving fiscal or business procedures in either the public or
private sector.

SPECIAL REQUIREMENTS (Licensure, Certification, Other):
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Request for Quotation 7549070

Terms and Conditions

BID STANDARD TERMS AND CONDITIONS

TERMS AND CONDITIONS FOR THIS BID

PURCHASE AGREEMENT BID

BIDDING (a) A single price shall be quoted for each item against which a proposal is submitted. This price
will be the maximum in effect during the agreement period. Any price decline at the manufacturer's level
shall be reflected in a reduction of the agreement price to the State. (b) Quantities, if any, are estimated
only. The agreement shall cover the actual quantities ordering during the period. Deliveries will be billed at
the single, firm, awarded unit price quoted regardless of the quantities ordered. (c) Bid price is net F.O.B.
destination and shall include inside delivery at no extra cost. (d) Bids for single items and/or a small
percentage of total items listed, may, at the State's sole option, be rejected as being non-responsive to the
intent of this request. ORDERING (a) The User Agency(s) will submit individual orders for the various
items and various quantities as may be required during the agreement period. (b) Exception - Regardless of
any agreement resulting from this bid, the State reserves the right to solicit prices separately for any extra
large requirements for delivery to specific destinations.

QUARTERLY REPORTS

REPORTS - The Vendor agrees to provide the State with quarterly reports describing activity against this
Price Agreement. If this is a Master Price Agreement, such reports shall include usage by municipalities,
quasi-public agencies, schools, etc. All reports shall contain the following data: (1) Billing volume in
dollars and (2) quantity shipped for each line item in the price agreement. When there are no line items in
the price agreement, vendor shall report volume by catalog order numbers, with a brief description of each
order number. Reports must be submitted to the RI Division of Purchases to the attention BUYER named
in this notice, identifying the Agreement number and the Reporting Period. Quarterly reports shall be due
45 calendar days after the end of each quarter. Failure to submit required reports shall be considered a
breach of the contractor's obligations and may be considered, at the discretion of the State Purchasing
Agent, sufficient cause for the termination of the agreement and other outstanding agreements and orders,
and possible suspension from participation in additional State procurements.

MPA BID AWARD (STATEWIDE APPLICABILITY)

STATEWIDE APPLICABILITY - Political Subdivisions (cities, towns, schools, quasi-public agencies), as
authorized by law, may participate in this Agreement. All ordering and billing shall be between the vendor
and the political subdivision (only).

FISCAL YEAR - AWARD EXTENDING PAST FISCAL YR END

AWARDS EXTENDING BEYOND JUNE 30TH ARE SUBJECT TO AVAILABILITY OF FUNDS.
CONTINUATION OF THE CONTRACT BEYOND THE INITIAL FISCAL YEAR WILL BE AT THE
DISCRETION OF THE STATE. TERMINATION MAY BE EFFECTED BY THE STATE BASED
UPON DETERMINING FACTORS SUCH AS UNSATISFACTORY PERFORMANCE OR THE
DETERMINATION BY THE STATE TO DISCONTINUE THE GOODS/SERVICES, OR TO REVISE
THE SCOPE AND NEED FOR THE TYPE OF GOODS/SERVICES; ALSO MANAGEMENT OWNER
DETERMINATIONS THAT MAY PRECLUDE THE NEED FOR GOODS/SERVICES.

DELIVERY PER AGENCY
DELIVERY OF GOODS OR SERVICES AS REQUESTED BY AGENCY.
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READING VENDOR NAMES ONLY

DUE TO LENGTH OF BID AND TIME CONSTRAINTS, THE STATE WILL ONLY
ACKNOWLEDGE RECEIPT AND READ THE NAMES OF VENDORS SUBMITTING PROPOSALS.
NO EXAMINATION OF DOCUMENTS OR PRESENTATION OF INFORMATION CONTAINED IN
PROPOSALS WILL BE MADE AVAILABLE AT THE BID OPENING; HOWEVER, INSTRUCTIONS
TO OBTAIN THE TABULATION OR SUMMARY OF BID RESPONSES WILL BE MADE
AVAILABLE AT THE RI DIVISION OF PURCHASES WEBSITE AT WWW .PURCHASING.RIL.GOV

INSURANCE REQUIREMENTS (ADDITIONAL)

ANNUAL RENEWAL INSURANCE CERTIFICATES FOR WORKERS' COMPENSATION, PUBLIC
LIABILITY, PROPERTY DAMAGE INSURANCE, AUTO INSURANCE, PROFESSIONAL
LIABILITY INSURANCE (AKA ERRORS & OMISSIONS), BUILDER'S RISK INSURANCE,
SCHOOL BUSING AUTO LIABILITY, ENVIRONMENTAL IMPAIRMENT (AKA POLLUTION
CONTROL), VESSEL OPERATION (MARINE OR AIRCRAFT) PROTECTION & INDEMNITY, ETC.,
MUST BE SUBMITTED TO THE SPECIFIC AGENCY IDENTIFIED IN THE "BILL TO" SECTION OF
THE PURCHASE ORDER. CERTIFICATES ARE ANNUALLY DUE PRIOR TO THE BEGINNING OF
ANY CONTRACT PERIOD BEYOND THE INITIAL TWELVE-MONTH PERIOD OF A CONTRACT.
FAILURE TO PROVIDE ANNUAL INSURANCE CERTIFICATION MAY BE GROUNDS FOR
CANCELLATION.

MULTI YEAR AWARD

THIS IS A MULTI-YEAR BID/CONTRACT. PER RHODE ISLAND STATE LAW 37-2-33,
CONTRACT OBLIGATIONS BEYOND THE CURRENT FISCAL YEAR ARE SUBJECT TO
AVAILABILITY OF FUNDS. CONTINUATION OF THE CONTRACT BEYOND THE INITIAL
FISCAL YEAR WILL BE AT THE DISCRETION OF THE STATE. TERMINATION MAY BE
EFFECTED BY THE STATE BASED UPON DETERMINING FACTORS SUCH AS
UNSATISFACTORY PERFORMANCE OR THE DETERMINATION BY THE STATE TO
DISCONTINUE THE GOODS/SERVICES, OR TO REVISE THE SCOPE AND NEED FOR THE TYPE
OF GOODS/SERVICES; ALSO MANAGEMENT OWNER DETERMINATIONS THAT MAY
PRECLUDE THE NEED FOR GOODS/SERVICES.

BID ALL ITEMS

BIDDERS MUST BID ALL ITEMS TO BE CONSIDERED. AWARD WILL BE BASED ON TOTAL
LOW.
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