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Request for Quote

STATE OF RHODE iS|.AND AND PROVIDENCE PLANTATIONS
ONE CAPITOL HILL
PROVIDENCE RI 02908

CREATION DATE :  17-NOV-09
BID NUMBER; 7323288
TITLE:  PERSONNEL SERVICES - TEMPORARY (MPA #
157)
BUYER: John Cowell BLANKET START : 01-JAN-10
PHONE#  (401) S34-8114 BLANKET END  : 31-DEC-10
: BID CLOSING DATE AND TIME:07-DEC-2009 11:00:00
B 3
:_ MASTER PRICE AGREEMENT :" MASTER PRICE AGREEMENT
[ | SEEBELOW SEE BELOW
RELEASE AGAINST, RI MPA P | RELEASE AGAINST, RI MPA
+ |US T | us
o o

Requistion Number:
Amendment Description: BUYER: JOHN COWELL (401) 574-8114

Line Description Quantity Unit

BLANKET REQUIREMENTS: 1/1/10 - 12/31/10
ONE (1) YEAR RENEWAL OPTION

Unit

Price Total

MASTER PRICE AGREEMENT #157

BIDDERS ARE REQUESTED TO FURNISH HOURLY
RATES FOR THE FOLLOWING JOB TITLES
(SPECIFICATIONS ARE ATTACHED)

1 MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP 100 Hour
TELLER

2 MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP 100 Hour
CLERK

3 MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP. 100 Hour
CLERK TYPIST

4 MPA-157 1/1/10-12/31/10 PERSONNEL SVCS ~TEMP 100 Hour
SENIOR GLERK

5 100 Hour

MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP
SENIOR CLERK TYPIST

6 MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP 100 Hour
SENIOR CLERK STENOGRAPHER

7 MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP 100 Hour
PRINCIPAL CLERK

MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP 100 Hour

PRINCIPAL CLERK TYPIST
9 MPA-157 1/4/10-12/31/10 PERSONNEL SVCS -TEMP 100 Hour
PRINCIPAL CLERK STENOGRAPHER

10 MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP 100 Hour
CLERK SECRETARY

" MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP 100 Hour
DATA ENTRY OPERATOR

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 fo the front of the offer




Page 2 of 2

Request for Quote

STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS
ONE CAPITOL HILL
PROVIDENCE RI 02808

CREATION DATE: 17-NOV-08

BID NUMBER: 7323288
TITLE: PERSONNEL SERVICES - TEMPORARY (MPA #

157}
BUyER:  John Cowell BLANKET START : 01-JAN-10
PHONE#  (401) 574-8114 BLANKET END  : 31-DEC-10
BID CLOSING DATE AND TIME:07-DEC-2009 11:00:00
B 3
:_ MASTER PRICE AGREEMENT H | MASTER PRICE AGREEMENT
- | SEEBELOW | | sEE BELOW
RELEASE AGAINST, RI MPA P | RELEASE AGAINST, RI MPA
; |us us
T
0 o
Requistion Number;
Amendment Description: BUYER: JOHN COWELL (401) 574-8114
. . . . Unit
Line Description Quanfity Unit Price Total
12 MPA-157 1/1/10-12/31/10 PERSONNEL SVGS -TEMP 100 Hour
WORD PROCESSING TYBIST
13 MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP. 100 Hour
RECONGILIATION CLERK
14 MPA-157 1/4/10-12/31/10 PERSONNEL SVCS -TEMP 190 Hour
FISCAL CLERK
15 MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP 100 Hour
LABORER
18 100 Hour

MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP
TELEPHONE OPERATOR

7 MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP 100 Hour
PARALEGAL AIDE

18 MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP 100 Hour
LEGAL ASSISTANT

19 MPA-157 1/1/10-12/31/10 PERSONNEL SVCS -TEMP 100 Hour
INFORMATION SERVICES TECHNICIAN |

Defivery:

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 censidered 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




PERSONNEL SERVICES - TEMPORARY (MPA-157)

BLANKET REQUIREMENTS: 1/1/10 - 12/31/10
WITH ONE (1) YEAR RENEWAL OPTION

THE STATE OF RHODE ISLAND, DEPARTMENT OF ADMINISTRATION, DIVISION OF
PURCHASES, IS REQUESTING BIDS 10 PROVIDE:

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

EVALUATION OF BIDS:

THE EVALUATION OF BIDS WILL BE BASED ON A COMPARAIVE DETERMINATION OF THE
EXTENT TO WHICH EACH BIDDER’S PROPOSAL MEETS THE GOALS, INTENT, AND
REQUIREMENTS SET FORTH HEREIN, THE GENERAL CONDITIONS APPLICABLE 1O ALL
QUOTATIONS AND AGREEMENTS ONLY .

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 CHECK
AS MAY BE DETERMINED TO BE NECESSARY BY THE STATE.

PREVIOUS WORK RECORDS WILL BE CONSIDERED, INCLUDING COST AND QUALITY OF
WORK

AWARD:

MULTIPLE AWARDS MAY BE MADE TO THOSE BIDDERSS THAT WILL BEST SERVE THE
NEED AND INTENT OF THIS SOLICITATION. TAKING INTO CONSIDERATION THEIR
CONFORMITY TO REQUIREMENTS STATE HEREIN. PRICE, EXPERIENCE, ORGANIZATION,
RECORD OF PERFORMANCE AND OPEN CAPACITY  WHERE CAPABILITY AND CAPACITY
ARE DETERMINED BY THE STATE TO BE EQUAL, AWARDS WILL BE BASED ON PRICE

THE STATE RESERVES THE RIGHT TO EXTEND THIS AGREEMENT FOR A PERIOD OF ONE
(1) YEAR AT THE SAME TERMS AND CONDITIONS




PERSONNEL SERVICES - TEMPORARY (MPA-157)
(CONTINUED)

BID REQUIREMENTS;

A, SERVICE LOCATIONS: STATEWIDE (90% WITHIN GREATER PROVIDENCE AREA)

B. YENDORS MUST PROVIDE EVIDENCE OF THE FOLLOWING REQUIREMENTS
WITH THEIR BID.

a. CERTIFICATE OF INSURANCE AS FOLLOWS:
GENERAL LIABILITY $1,000,000 00
AUTOMOBILE $1,000,000.00
WORKERS COMP MIN. § 100,000.00

b PERSONNEL AND STAFFING:
LIST NUMBER OF EMPLOYEES AVAILABLE TO PERFORM SERVICES FOR
SPECIFIC JOB TITLES LISTED
LIST ANY SPECIAL SKILLS, AUTHORIZATIONS OR CERTIFICATIONS OF
YOUR EMPLOYEES
LIST EXPERIENCE IN SERVING STATE’S NEEDS
LIST CURRENT PLACEMENT AT STATE FACILITIES
LIST ADDITIONAL INSURANCE OR BONDING

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

BIDDERS ARE REQUESTED TO FURNISH HOURLY RATES FOR THE JOB TITLES
SPECIFIED (SPECIFICATIONS ARE ATTACHED)




THIS PAGE TO BE COMPLETED AND RETURNED WITH BID PROPOSAL

AGENCY:

JOB CLASS —NO. OF PEOPLE - STARTING DATE

AGENCY:

JOB CLASS — NO. OF PEOPLE - STARTING DATE

AGENCY:

JOB CLASS —NO. OF PEOPLE - STARTING DATE




AGENCY:

JOB CLASS — NQO. OF PEOPLE - STARTING DATE

AGENCY:

JOB CLASS — NO. OF PEOPLE - STARTING DATE

AGENCY:

JOB CLASS — NO. OF PEOPLE - STARTING DATE




CLASS TITLE: TELLER
Class Code: 02413200

Pay Grade: 154
EG: F

CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To receive and/or dishurse currency and checks according to
established procedurss and maintain simple records thereof; and to do related work as required
SUPERVISION RECEIVED: Works under the closa supervision of a superier from whom specific
assignments are received; work is checked usually upon completion by reconciling cash taken against
cash register total and money paid i3 checked against authorized vouchers. .
SUPERVISION EXERCISED: Usually none, but during rush periods may supervise & small numbes of
temporary employees engaged in receiving and aceounting for money znd chacks received or dishursed

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

Lo be responsible for the receiving and receipting of money and checks with accuracy and speed,
To balance receipts periodically against the register tape and othe; receipted documents.

Or, to be responsible for the making of cash payments in accordance with established procedures,
To sort and count currency, coins, checks and similas items

To make notations on checks or other documents for proper identificstion.

To prepars deposit slips and other necessary reports or records pertaining to the receiving of monies
To prepare necessary reports 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 procedurss and
practices used in handling and accounting for the receipt and disbursement of moniss and the ability to

apply these practices and procedures; a considerable speed and accuracy in counting money; the ability
to maintain and check accurately cash accounting records; the zbility to detect irregularities In checks,
vouchers of similar cash itemns; the ability to deal cowrteously with the public; and related capacites and

abilities.

EDUCATION AND EXPERIENCE:

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

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

o1 in 4 mercantile establishment
O, any combination of education and experience that shail be substantially equivalent to the above

education and experience,

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




CLASS TITLE: CLERK
Class Codes 02412200

Pay Grade: 07A
EQ: F

CLASS DEFINITION:

GENERAY, STATEMENT OF DUTIES: I'c perform simple routine repetitive clerical work; and to do
related work as required,

SUPERVISION RECEIVED: Individual tasks, if at all varied, are assigned in deteil and specific
instiuctions are given 25 to the manner of performance; 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 learned and requires
little independent judgement.

To sort and file material, stich as checks, cash stubs, vouchers, staternents, réquisitions or other
similar records

To pull cards and documents from filés aid, when necessary, to assist in posting or 1o post
information to simple forms, registers, records, etc. '

To check various tepoits or records for accuracy and completeness.

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

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

To assemble and staple material for distribution.

To stuff envelopes

To distribute necessary office supplies.

T'o perform messenger work

To do related work as required

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A working knowledge of business English; a
familiarity with standard office filing procedures; the ability to make simple tabulating and atithmetical
computations; the ability to understand readily and carry out simple directions, bath oral and written; and

related capacities and abilities

EDUCATION: Such as may have been gained throngh: graduation from a senior high school
Og, any combination of education and experience that shall be substantially squivalent to the above

education.

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




CLASS TITLE: CLERK TYPIST
Class Code: (2426200

Pay Grade: §7A
EO: F

CLASS DERINITION:

GENERAY, STATEMENT QF DUTTES: To perform simple routine repetitive clerical and typmc'
wo:k and to do related work as mquzred

SUPERVISION RECEIVED: Individual tasks ate assigned with detailed and specific instructions given
as to the manner of performance; work is carefully checked in process and upon completion
SUPERVISION EXERCISED: Usually none.

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To type routine material not requizing the application of individual judgement, such as requisitions,
warfants, payroll lists, Hecenses, time cards, address and reference cards and related form material

To type copies from lona.hand draftts and rough copies of statements, correspondence, file cards and
related material not requiring judgement concerning layout and presentation of information or data.

To cut stencils

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

To fils records and reports, cumerically and alphabetically.

To answer a telephone.

To post information from source material to sitple forms and registers,

T'o examine reports and records for accuracy and completeness of routing, easily verified information

To receive, sort, classify, stamp, and distdbute incoming mailed and to see that outgoing
correspondencs is picked up or mailed for delivery.

To staple and assemble material for distribution.

To perform messenger work as a pait of other duties.

Occasionally, to operate 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 business English; a
familiarity with standard office filing procedurss; the ability to make accwate tabulations and
computations of a simple nature; the ability to understand readily and carry out simple directions, both
o1zl and written; a reasonable speed and accuracy in typing rotitine matter from plain copy*;: and rélated

capacities and abilities.




EDUCATION:

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

supplemented by courses in typing
Cr, 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: 084
EO: F

CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To gerform 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 s required.

SUPERVISION RECEIVED: General instroctions 2re received a2t 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: Generafly none, but in some cases may supetvile one or two
subordinates engaged in routine clerical work

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To perform varied clerical work of a difficult and responsible nature and which requires the exercise
of independent judgerment in following clearly prescribed procedures such as:
to prepare, verify and process requisitions, vouchers, claims Iand other records,
forms or reports of a clerical rature related to fiscal activities; to process time, leave,
travel, appointment, payroll or other persoanel and related records, forms and
reponis; to index and file records, forms, seports, etc.; to proofiead typewritten
material; to assernble, compile, verfy mmd analyze routine statistical clerical data,
including the preparation of tables and charts prescribed by a superior; to code data
t0 be used for mechanical tabulations; to prepare, vezify, process and maintain other
varied and fmportant office records and reports.
To perform receptionist duties such as receiving visitors, giving them information of s routine of non -
technical nature, or referring them to proper persons for requested information; to assist the public in the

preparation of forms or records.
To supervise the work of a few persons engaged in performing simple and routine ¢lerical and filing

tasks.
To operate office equipment such ag caleulators and adding machines, as reguired, in the performance

of clerical duties under conditions not requiring skilled operation of such equipment.
To do related work as required.

REQUIRED QUALIFICATIONS FOR APPOCINTMENT:

ENOWILEDGES, SKILIS AND CAPACITIES: A working knowledge of office practices,
commercial arithmetic and business English; the ability 1o understand and carry out complex written and
otal 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 znd to apply ther 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 a senior high school; and
Experience: Such as may have been gained through: employment in a position which invelved the

performance of simple routine repetitive clerical work.
Or, any combination of education and experience that shall be substantially equivalent to the above

education and experience.

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




CLASS TITLE: SENIOR CLERK TYPIST
Class Coder (2426300
Pay Grade: 054
EQ: F

CLASS DEFINITION:

GENERAL STATENVENT OF DUTIES: To perform typing work of a difficult and respousible nature
requiring the exercise of independent judgement and involving 2 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 routing repetitive tasks related to the operation of vadous office
equipment including on line data texminal equipment; and to do related work as required.
SUPERVISION RECEIVED: General instructions ars received at the beginning of each new task;
detailed instructions are received as to performance of unfamiliax tasks; work is subject to review for
aceuracy and completeness.

SUPERVISION EXERCISED: Generally none, but in some cases may supervise subordinates engaged

in routine clerical or typing work
ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

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

To perform varied clerical work of a difficult and respousible nature requiting 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.

Ta cut stencils. )
To asstst in maintaining general office records which require posting, tabulating and computing tasks

Yo 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 assembie material for distribution. )
To analyze and classify material for filing and to maintain genetal office fles
To receive, stock and distiibute office supplies
To serve as receptionist, directing callers to proper individuzls, arranging appoiniments, and
imparting general non technical information.
As required, to perform routine repetitive tasks refated to the operation of various office equipment
including on line data terminal equipment
To do related work as required

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A working knowledge of office practices,
a

commercial arithmetic and business English; a working knowledge of methods and procedures of filing;
reasonable speed and accuracy in typing complex or techmical matters from plain of rough copy™; the
ability to understand readily and carry out complex oral and written directions; and related capacities and

abilities,




ATION AND EXPERIENCE:

EDUC

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

suppleraented by courses in typing; and
Experience: Such as may have been gained through: employment in perforning 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 experience

*NOTE: 40 net WPM-3 minutes

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




CLASS TITLE: SENIOR CLERK-STENOGRAPHER
Class Code: 02443300
Pay Grade: 14
Eh F
CLASS DEFINITION: ‘

GENERAL STATEMENT OF DUTIES: To perform stenographic and typing work of a diffiet

responsible nature requiring the exercise of some independent judgement and involving 2 degree o

responsibility; to perform varded clerical work of a complex and respensible nature requiring the ex

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

SUPERVISION 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
agcuracy and completeness

SUPERVISION EXERCISED: Cenerally nons, but int some cases may supervise subordinates eng
in routine cletical, typing, or stenographic work ‘ )

HLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To perform stenographic and typing work requiring the exercise of some independent judgemen
involving a degree of final respensibility.

To perform varied clerical work requiring the exercise of some independent judgement in follo
clearly prescribed procedures

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

To compase and type routine letters

To assemble material for and to type payrolls, vouchers, purchase ogders, bills, watrants, indices
other forms requiting related judgement.

To set up and type tables and charts involving decisions a3 to best format

To transcsibe 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, casily verified informat

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

To staple and assembie material for distribution

To make appointmenis and keep eppointment lists

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

Qccasionally, to operate 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: a working knowledge of methods and procedurss of filing
reasonable speed and accuracy in taking and transcribing complex or technical dictation®; the ability
anderstand readily and carry out complex oral and written directions; and related capacities and abilities




EDUCATION AND EXPERIENCE:

Bducation: Such 2s may have been gained through: graduation from a senior high school, including or
supplemented by courses in shorthand and typing; and

Experience: Such 2s may have been gained thwough: employment in performing stenogrdphic, 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 experience.
*NOTE: 80 WPM-3 minutes-95% accuacy

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




CLASS TITLE: PRINCIPAL CLERK
Class Code: 02412400

Pay Grade: 1ZA
EO: F

CLASS DEFINTTION:

GENERAL STATEMENT OF DUTIES: To be responsible for the work of several subordinates in & small
office, or 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 perforrnance of such tasks; and to do related work as
raquired.

SUPERVISION RECEIVED: Works under the general supervision of a superior in  accordance with
established pelicies and procedures; instructons 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.

SUPERVISION EXERCISED: Supetvises and reviews the work of clerical workes, 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 petformed by a small
staff engaged in performing one orjseveral clerical {asks such a3 preparing ard issuing licenses or permits;
preparing, verifying and processing requisitions, vouchers, claims and other records, forms or reports of a
clerical natere relzted to fiscal activities; processing time, leave, travel, appointment, payroll or other personnel
and related records, forms or reports; preparing, verifying, processing and maintaining other varied and
important office records and reports; indexing and filing records, fomms, reports, etc.; proofreading;
assembling, compiling, verifying and analyzing routine statistical clerical data, including the preparation of
tables and charis prescribed by a superor; performing data to be used for mechanical tabulation; taking
telephone cails; performing receptionist duties such as receiving visitors, giving them information of a routine
or non technical nature, or referring them to proper persons foz requested mfarmahon, prozessing incoming

and cutgoing mail, ete
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:

ENOWLEDGES, 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 a small
clerical staff; the ability to keep complex records and to prepare periodic reports fiom such records; the ability
to interpret and apply departmental policies and procedures refating to work assignments; the ability to prepare
clea: znd 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: gradnation from a senjor _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 vared clerical work of a difficult nature

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

and experience.

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




CLASS TITLE: PRINCIPAL CLERK TYPIST
Class Coder 02426400

Pay Grade: 12A
EQ: F

CLASS DEFINITION:
GENERAL STATEMENT OF DUTIES: To be responsible for the work of several subordinates in a

seoall office, or to supervise the work of a subdivision of 2 centralized office unit engaged in performing
varied routine and difficult clerical tasks; to perform typewriting work of a difficuit and responsible
aahire; and to do related work as required

SUPERVISION RECEIVED: Works under the general supervision of a superior in accordance with
established policies and procedures; instructions usually are given ouly 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 to 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 Hoenses of
permits; preparing, verifying and processing requisitions, vouchers, claims and other tecords, forms or
reports of a clerical natuze related to fiscal activities; processing time, leave, wavel, appointment, payzoll
or other persommel and related records, forms or reports; preparing, verifying, processing and maintaining
other varied and important office records and Teports; indexing and filing records, forms, 16ports, e1c.,;
preofreading; 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
tnformation of a routine or non technical nature ot referting them to proper persons for requested
information; processing incoming and outgoing mail, etc. _

To supervise and review the work of 2 subdivision of a centralized office unit engaged in performing
varied routine and difficult clerical tasks, _

To perform typewriting work of 2 difficult and responsible nature in connection with any of the
above-mentionad tasks,

To do related work as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A working knowledge of office practices,
commercial adthmetic 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 a small clerical staff; the ability to keep complex records and to prepare petiodic
reports from such records; the ability to interpret and apply departmentat policies and procedures relating
to work assignments; the ability to prepare clear and concise oral and typewsitten 1eporis; the ability to
establish and maintain effective working reiationships with other employees and the public a reasoniable
speed and accuracy in typing complex or technical matter from plain or rough copy®; and related

capacities and abilities.




EDUCATION AND EXPERIENCE:

Education: Such as mzy heve been zained shrough: graduation from a senfor high school; and
Experjence: Such as may have been gained through: employment in a position involving the exercise of
independent judgerment in the performance of typing and othes clerical work of a difficult nature
Or, any combination of education and experience that shall be substantially equivalent to the above

sducation and experience
*NOTE: 40 net WPM-5 minutes

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




CLASS TITLE: PRINCIPAL CLERK STENOGRAPHER
Class Code: 02441400
Pay Grade: 134
EG: F

CLASS DEFINITION:

CENERAL STATEMENT. OF DUTIES: To serve as a prvale stenographic secrstary {0 an
admimistiative official; to relieve such officials of important administrative details; to handle
correspondence and other routing matters; and to do related work as required.

SUPERVISION RECEIVED: General procedures and work methods are outlined and policies are
dictated by supetiors, but instrugtions usually are given only at the beginning of assi gniments 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.

SUPERVISION EXERCISED: As required, exercises direct supervision over a group of clerical
workers, assigning individual tasks and reviewing work methods and resalts '

ILLUSTRATIVE EXMES OF WORK PERFORMED:

To take and transéribe general and technical dictation and to dictaic or compose notroutine
correspondence )

To make up agenda for meetings according to well established procedures; to send notices of
meetings to interested parties; and to take and transcribe verbatim dictation at meetings, conferences ot
hearings

To type material dealing with technical subjects and to proofread material typed by others

To plan and supervise the wotk of a small group of cledcal and stonographic employees engaged in
varied tasks, such as computing paytolls; maintaining records of expenditures, receipts and related
financial matters; providing stenographic services; keeping varied clesical records; end preparing reports
from information contained in the records maintained

To coppile information and statistical data from records maintained and from other sources; to
maintaln cost records on the various functions performed by a department ot division and prepare reports
therson; to process applications for Jicenses and permits; to process purchese orders, requisitions and
related docurnents and to maintain appropriate records; to assist in the preparation of the budget; to
maintain ime, leave and personnel records; and to prepare payrolls for department of division,

To make appointments for seperiors; to make reservations and complete travel vouchers; to answor
questions and interpret departmental policies and procedures 0 other employees and the general public;
and to interview callers end applicants for clerical positions.

To open, sort and route incoming correspondence and to see that outgoin
up or mailed for delivery

To maintain a library of professional books and journals.

To do related work as required

g correspondence is picked

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A working knowledge of modem office practices,
procedures and equipment; 2 working knowledge of business English, spelling and arithmetic; a working
knowledge of departmental rules, regulations, procedures and functions and the ability to apply these to
work problems; a familiarity with the principles and practices of office management znd supervision; a
skill in taking end transeribing oral dictation of complex and techrical material®, and in typing accurately

from rough draft o1 clean copy; the ability to work independently on difficult or complex clerical tasks of




routine administeative tasks and to prepare non-foutine cosrespondence; the ability o maintain complex
clerical records and prepare accurate reports; the ability to exeicise good judgement, couriesy and tact in
receiving office callers and in making proper disposition of problems; the abliity to plan, assign, supervise
and review the work of clerical and/or stenographic employees; the ability to estzblish and maintain
effective working relationships with other employees and the public; and related capacities and abilities

EDUCATION AND EXPERIENCE:

Hducation: Such as may have been gained throught eraduation from a senior high school, including ot

supplemented by couzses in shorthand, typing and business practices; and

Experience: Such as may have been gafned through: employment of a progressively responsible nature
involving the performance of varied clerical and stenographic work of a coraplex and responsible natre.
Or, 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 Codes 02442200
Pay Grade: 164
EQO: F
{LASS DEFINITTON:

GENERAL STATEMENT OF DUTIES: To serve as a private stenographic secrstary to a director ot
assistant director of a state department 0t ageacy; to relieve such official of imporiant administrative
details; 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 & private stenographic secretary to a director or assistant director of a state department oy
agency by taking and transcribing diffieult, complex and at times verbatim dictation, including staff
meetings, conferences, hearings, correspondence, ‘speeches and telephone messages; and, as Tequired, to
take and transcribe important or confidential verbatim dictation at special hearings, meetings and

couferences.

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 comespondence, memoranda, statements, forms and records for
content and compliance, with administrative policies and procedures, signing
all such documents as authotized on his behalf

To be resporsible for routine office matters such as: _
composing, independently, all kinds of correspondence not requiring
administiative judgement aud interpretation of the policies and rules and
regulations of the department or agency and signing such correspondence;
obtaining information or material needed by the department or agency head in
answering correspondence, conducting telephone conversations, proparing
speeches or in formmlating 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 employess in the department or agency o solve problems
relating to coordination of work and other makers in order to relieve the
administiative official of as much detail 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

consulfing capacity to this staff :
To pesform other 1outine clerical tasks incidental to the work of the office,




To do related work as required
REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKII 1.5 AND CAPACITIES: A thorongh knowledge of office metheds, practices,
procedures and terms; a thorough knowledge of business English; z high degree of skill in iaking and
transcribing complex or technical dictation,* including verbatim dictation as required, and to type**
fror rough draft or plain copy; a working knowledge of commercial arithmetic; the ability to handle,
independently, routine but important administrative details including the composition of importans
Jetters and memoranda without dictation; the ability to exercise a high degree of initiative and
judgement; the ability to understand and follow complex wiitten or oral imstructions; the ability to
establish and maintzin effective working relationships with other state departments or agencies, public
and private organizations and departmental or agency persormel; and related capacites and abilities

EDUCATION AND EXPERIENCE:

Education: Such as may have been gajned through: graduation from a seaior high school, including ot

supplemented by courses in shorthand, typing and business practices; and
Experieace: Such as may have been gained throbgh: employment in a responsible secretarial position
including difficult o1 comptlex stenographic and clerical duties and the independent handling of impertant

but minot administrative details.

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

* Note: 1060 WPM - 3 minutes - 95% accuracy

**Note: 40 net WPM - 5 minutes

Class Revised: February 21, 1993
Editorial Review: 3/13/2003




CLASS TITLE: DATA ENTRY OPERATOR
Class Code: 02420200

Pay Grade: 10A
EG: F

CLASS DEFINTTION:

involving the use and operation of data entry/ verificatior equipment; and o do related work as required
SUPERVISION RECEIVED: Detailed instructions are received at the beginning of work assignments;
work is teviewed in process and upon completion for accuracy and efficiency of operation.

SUPERVISIGN EXERCISED: Usually none. '

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

Yo perform data entry work of a difficult and responsible nature involving the use and operation of dara
entry/verification equipment '

To verify the correctness of processed data

To detect and repoxt any machine malfunctions

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

To do related work as required,

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

procedures involved in providing data emtry 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 arithmetic computations; the ability to camy out oral and written instructions: and refated

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 involving the operation of data entry

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

cducation and expsrience.

*NOTE: 35 net WPM. 5 minutes

(lass Revised: October 7, 1980
Editorial Review: 3/15/03




CLASS TITLE: WORD PROCESSING TYPIST
Class Code: 02423200

Pay Grade: 104
EG: F

CLASS DEFINITION:
GENERAL STATEMENT OF DUTIES: To perform typing work of a difficult and responsible nature

on automatic typewriting equipment which records material on cards or tapes for storage and reuse; to
perform varied clerical work of a difficnlt and responsible nature; and to do related work as required.
SUPERVISION RECEIVED: General instructions are teceived at the beginning of each new task;
detailed instructions are received as to the performance of unfamiliar tasks; wozk is subject to review for
accuracy and completeness.

SUPERVISION EXERECISED: Generally none, but in some cases may supervise subordinates engaged

in routine clerical or typing work.

[LLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To perform typing work of a difficult and responsible nature on automatic typewiiting equipment
which includes such features as: storage of conterit zad format; automatic reproduction or puintng;
awitch codes; save memory; aatomatic letter writing; editing, math options and other word processing
functions.

To type involved statistical statements, repoits, 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.

T'o compose and type routine and form letters

To maintain records and files

To petform varied clerical wotk of 2 difficult and responsible nature.

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

To assist staff members by the performance of various clerical tasks.

As required, to opetate other office appliances not requiring the services of a gualified operatot

To answer the telephone and respond to in-person callers

To anewer inquiries andfor impart non technical informatio
services

To refer callers and schedule appointments for supervisors

To do related work as required

n regarding programs, policies and

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A working knowledge of general office practices,
dge in the methods ajid procedures of

commercial agthmetic and business English; a working knowle

filing; the ability to operafe cne or more of the several types of word processing typewriting machines
with reasonable speed and accuracy™; the ability to understand readily and carry out complex orel and
written directions; and refated 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 the operation of automatic typewriting equipment; and
Experience; Such as may have been gained through: employment in performing automatic typing and
office tasks of a varied nature

Or, any combination of educationt and experience t
education and experience ‘

hat shall be substantially equivalent to the above

*NGTE: 40 net WEM-3 minutes

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




CLASS ITILE: RECONCILIATION CLERK
Class Code: 02434390

Pay Grade: 10A
EO: F

CLASS DEFINITION:

GENERAT STATEMENT OF DUTIES: To mske inital examination ot verifications of docurments used in
commection with encunbrance, dishursement and receipts procedures; to perform efementary phases of ¢lerical
acconnting; and to do related work as required ]

SUPERVISION RECEIVED: Works under the immediate supervision of a supezior who reviews woik in
process and upon completion for accuracy and compliznes with prescribed work methods and procedures. .

T.LUSTRATIVE EXAMPLES OF WORK PERFORMED:

To prepare 2l types of benefit payment checks and to prepare records related to the disbursement of such
checks; fo examine and verify bemefit payment checks in order to determine their arfthmetical acouracy, their
proper authorization and accuracy of identifying date; to vexify deposit and withdrawal slips made out 1o banks;
and to reconcile bank statements.

o follow important technical written memoranda pertaining to prescribed exfamining and financiel procedires

To post from vouchers to books of original entry

To prepars requisitions and vouchers.

To operate an adding rmachine in the verification of communications

To do related work as required

REQUIRED QUALIF'ICATIONS FOR APPOINTMENT:

KNOWLEDGES. SKILLS AND CAPACITIES: The ability to make exarpinations and verifications of
receipt and expenditure types of docurents for the purpose of determining their compliance with law, rles and
regnlations; the ability to make eabmlations and arithmetical computations with reasonable speed and acetwacy;

the ability to operate an adding machine; the ability to understand and camy out written, and om! dizections; and
related capacities and ahilities

EDUCATION AND EXPERIENCE:

Education; Such as may have been gained through: graduation fom a senior high school; 20d

Experience: Such as may have been gained throught employment in routine clerical work inyolving the making of
arithmefical computations and the operation of an 2dding machine, '

Or, any combination of education and experience that shall be substanti
experience.

ally equivalent to the above education and

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




CLASS TITLE: FISCAL CLERK
Class Code: 02453200

Pay Grader 14
BO: F

CLASS DEFINITION:

GENERAIL, STATEMENT OF DUTIES: To performn responsible clerical duties in coanection with the
maintenance of financial and related records of a state agency involving the knowledge and application of
bookkeeping principles and practices; and to do related work as reguired.

SUPERVISION RECEIVED: Works under the general supervision of 2 superior; work is reviewed i process

and upon completion
SUPERVISION EXERCISED: As required, may supervise the work of 2 small group of clerical workers.

A e e

11 LUSTRATIVE EXAMPLES OF WORK PERFORMED:

To record transactions in books of original entry and to post to ledger accounts from receipt; disbursement,
expense and appropriation records according to established account classifications

To draw trial balances and prepase simple reports, schedules and summagies.

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

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

To keep inventory of office equipment and supplies and to be responsible fér the maintenance of adequale
stocks. ' ’ )

To be responsible for petty cash funds

To prepare requisitions and vouchers. .

To exzmine and verify requisitions, payments, purchase orders, invoices, wavel statements, payrolls
ransmittal sheets, check registers and checks.

To maintain files of requisitions purchases orders, utility oxders 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 disbursements and to make repotts thereon

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

As required, to supervise the work of a small group of clerical warkers engaged in record Keeping and other
routine clerical functions in the agency.

To do related work as required

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKIT.LS AND CAPACITIES: A working lnowledge of the principles and practices of
bookkeeping and a reasonable speed and accuracy in making complex tabulations and arithmetical
computations; & working knowledge of standard office methods and procedures; a familiarity with the uses of
standard office equipment; the ability o 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:
Education: Stch as may have been gained through: graduation from 2 senior high school, including or

supplentented by courses in bookkeeping and office practice; and
Experience: Such as may have been gained throught employment as & bookkeeper.
Or, any combination of education and éxperience that shall be substantially equivalent to the above edugation

and experience.

Revised
May 4, 1980




CLASS TITLE N LABORER
Class Code: 92173200

Pay Grade: 038G
EQ Code: H

CIL.ASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To perform general wnskilled manual labor; on occasion, to
operate farm eqiipment and other motog equipment and to do related work as required

SUPERVISION RECEIVED: Receives general or specific work assipnments from a supervisor; work is
subject to close supervision and/or inspection.

SUPERVISION EXERCISED; Usually nose

[LLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To pexform general unskilled manual tabor inchiding pick and shovel work on gravel, asphalt, concrete o1
other types of roadways and bridge approaches

To apply patching materials to road surfaces; to operate a fax heater:

To fead sand spreaders on oiled or icy roads

To dig holes and ditches

To chop and saw woed 2nd perform manmal labor in landscaping and roadside beantification programs

To uncrate and unpack supplies and store same; to operate a hand ek

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

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

To perfoma manual labor in park maintenance, mosquito control, fish batchery and sewage plant
programs.

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

To move fumituse or other heavy squipment and to perform other manual or service work of an unskilled
sature in o about an institution or public building.

To wash, grease and service avtomotive or mechanical equipment.

To perform mannal labo: aboard a dredge boat which involves assisting in the operation of the dredging
equipment. '

On occasion, to operate farm and/or other motor equipment,

On oceasion, to act as 2 parking lot attendant which may inctude tending a gasoline pump and keeping
simple records.

To serve as a helper to a skilled tradesman

Ta do ralated wotk as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENT:
KNOWLEDGES, SKILLS AND CAPACITIES: The ability to understand and certy out oral instructions;

the physicsl ability to perfomn various manual tasks; the ability to learn to use and/or operate light motor
equipment; znd related capacities and abilities.

EDUCATION AND EXPERIENCE:

Education: Sufficient to follovw simple oral instructions

SPECTIAL REQUIREMENT: At the time of appointment must be physically qualified to perform assigned
duties as evidenced by a physician's certificate

Class Revised: April 27, 1986
Editorial Rediew: 3/15/03




CLASS TITLE: TELEPHONE OPERATOR
Class Code: 02427200
Pay Grade: 10A

EC: F

CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To operate a central telephone contiof console or 2 private
tranch exehange switchboard; to perform routine clerical and related tasks connected therewith; and to

do related work as required.
SUPERVISION RECEIVED: Instructions are raceived in detail at the beginning of the work; work is

reviewed for prompt, cheerful, accurate performance _
SUPERVISION EXERCISED: May instruct temporary relief operators in the operation of the

equipment

IELUSTRATIVE EXAMPLES OF WORK PERFORMED:

To operate a central telephone contzol console o1 a private branch exchange switchboard.

To answey telephone inquiries.

To make local connections and as required, to transfer calls from one line to another

To place and complete long distance calls '

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

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

To receive caflers and announce them by telephone

To give out authorized information regarding the activitles of the agency

In some cases, to perform simple clerical tasks when not occupied at the switchboard; to check and
recorcile telephone bills '

To do related work as required

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

ENOWLEDGES. SKILLS AND CAPACITIES: A working knowledge of telephons 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 EXPERIRNCE:

Edueation: Such as may have been gained through: graduation from a sendor high school; and
Experience: Such as may have been gained through: employment as an operator of a private branch
exchange switchboard, console or call director,

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

education and experience.

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




CLASS TITLE: PARALEGAL AIDE
Class Code: 02461300

Pay Grade: 14A
EO: B

CLASS DEFINTTION:

GENERAIL, STATEMENT OF DUTIES: To be responsible for the performance of a variety of
paralegal duties directly related to the support and maintenance of an extensive legal services program
within a state department o agency; and to do related work as required

SUPERVISION RECEIVED: Wotks under the general supervision of a superior with latitude for the
exercise of independent judgement; work is reviewed usually upon conpletion for results obtained and
conformanee to established policies, rules, regulations and practices.

SUPERVISION EXERCISED: May supervise the work of clerical subordinates assigned to assist

[LLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To be responsible for the performance of a varisty of paralegal duties directly related to the support
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
articles, legal decisions, opinions, ulings, memoranda, and other legal material for review, approval and
use by a supetior

To be responsible for gathering, agsembling, summarizing and compiting substantive information on
varjous legal issues and matters o

To assist in investigating facts and law of case to determine causes of action and to prepare such case
accordingly

To be tesponsible for analyzing facts and legal questions and providing paralegal assistance in
answering such questions by interpreting applicable legal provisions, regulations, precedents and policies
when possible.

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

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

To do telated work as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A thorough knowledge of office practices, policies
and procedures as it relates to legal services within a state department of agency; the ability to assist in
the interprefation and application of laws, rules, regulations, and precedents; the ability to evaluate
pertinent facts, cases and evidence and compile and assemble such Jegal data in a clear, concise mannet
for utilization by a supetior; the ability to communicate effectively by prepating both oral and written
reports; the ability to establish and maintain effective working relationships with superiors, assoctates,
and other individuals and groups; as required, the ability to supervise and review the work of a
subordinate staff; the ability to maintain legal files and extract information from such files upon request;

and related capacities and abilities




EDUCATION AND EXPERIENCE:

Rducation: Such as may have bsen gained through: graduation from a seniot high school supplemented
by completion of an accredited paralegal training programy; o1

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

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




CLASS TITLE: LEGAL ASSISTANT
Class Coder 02461400

Pay Grade: 19A
EQCode: F

CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To assist a supetior by relieving him/her of routine and
reoccurting supervisory and administrative duties’ and responsibilities associated with suppori and
maintenance of an extensive legal services division; and to do related work as required

SUPERVISION RECEIVED: Receives general supervision from the Assistant Director and Chief
Legal Counsel with latitude for the exercise of initiative and independent judgement

SUPERVISION EXERCISED: Supervises and reviews the work of paralegal zides and clerical
employees engaged in performing administrative, clerical, typing and fiscal tasks.

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To assist a superior by relieving him/her of routine and rgoccutring supervisory and administrative
duties and responsibilities associated with support and maintenance of an extensive legal services
division.

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

To be responsible for-the performance and supervision of a variefy 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 organizing the clerical and administrative waork fot a large staff of
aftorneys.

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

To maintain a law libsary which inchides the purchase of new books, the circulation of materials 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 couts, the Attorney General’s office, and private faw offices regarding legal
matters being handled by the agency ‘

To work with other state and private law offices in catrying out various duties under the purview of a
supervisor.

To tepresent the division at meetings with other divisions, department and agencies as requited

To be responsible for planning staffing requirements and needs

To be responsible for the management of the division’s budgstary expenditurss.

To supervise case conirols and the preparation of legal forms, to maintain motion calendars, formal
and special canse calendars, and trail calendars.

To prepare diaft pletiding and correspondence during the coutse of official duties.

To prepare proposed legislation for the various divisions within the state departinent Or agency.

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

To direct the media on highly charged political issues as they ocour

To do related work as required.




REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKIILI.S AND CAPACITIES: A working knowledge of the principles and practices
associated with the management of an extensive environmental legal sexvices division; a knowledge of
legal practices and procedures associated with the cases handled by the legal services division of a law
agency; the abilify to plan, organize and supervise the work of others involved in cartying out the clerical
and paralegal duties associated with a legal services division; the ability to prepare a wide variety of legal
documents; the ability to prepare imporiant legal correspondence; the ability to communicate effectively
with lawyers, paralegal and clerical staff in other state and private law offices regarding legal cases of
rmutual concern; the ability to supervise, review and evaluate the work of paralegal aides and clerical staff;
the ability to handle important cosrespondenée and routine personnel contacts; and related capacities and

abilities.

EBUCATION AND EXPERIENCE:

Education: Such as may have been gained through: graduation from a senior high school supplemented
by various professional courses/seminars related to legal issues; supervisory procedures and managerent
information systems; and,

Experience: Such as may have been gained through: extensive employment in a legal office petforming
diverse legal assistant/administrative assistant duties relative to law in comprehensive legal services/state
regulatory progiam, 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 expetience

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




CLASS TITLE: INFORMATION SERVICES TECHNICIAN |
ClassCode: 02422300
Pay Grade: 16A
EO: F

CLASS DEEINITION:

GENERAL STATEMENT OF DUTIES: To performs technical wark providing informetion,
publicaiion, resource, reference and ofher stalowide, centralized informationsibraryfemmunicatio ne
services; to access and process data firough electronic nefworks and e Internet using word processing,
the World Wide Wab (WAWW) and various software programs; and 1o do related work as required
SUPERVISION RECEIVED: Works underthe general supervision of a supervisor wilh latitude forhe
axercise of independent judgernent; wark is reviewed in process and upon complefion for conformance fo
established policies, procedures and regulations

SUPERVISION EXERCISER: Usually none

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To perform a variety of techrical work providing information, publication, resource, refsrence and
ofher statewide cenfralized informafionilibr ary/feommunicafio ns services.

To access and process data through electronic netwerks and the Internet using word processing, the
VWAWW and varlous softwars programs

To assist in answering requests and providing information on a wide varlety of services and programs.

Ta answer the telephone and in-person requasts for general informafion from ofher state agencies and
the general public

To make routine contasts with the public, state officials, employees, et

To disseminate printed materfals and correspondence.

To complle and majnialn statisties and other data

To provide information and assisfance to state agencies, community organizaiions, the public and
others.

To receive and procass requests for reformatting of state documents into alternative formats.

To perform simple, routipe repairs to equiprment

To malntain an inventory of supplies

To do related work as reguired.

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A working knowiedge of stats govemment, services
and programms; a working knowledge of general office practicas; the ability o perform duiies in the arsas
of preparaflon and mainfenance of materials, publication, dala processing equipirent, distribution znd
resource; the ability to access and process data through statewlde networks using word processing, the
WWW and various soffware programs; the ahility ta perform keyboard funclions with reasonable speed
and aceuracy; the ability to compile reporfs; the abifify to establish and mainfain effeciive working
relationships wilh supervisors, sfaff and the public; the ability fo perform simple routine repalrs fo
equipment; and related capacities and abilifies




EDUCATION AND EXPERIENCE:

Educstion: Such as may have been gained farough: graduation froma senior high school; and

Exverience; Such as may have been gained through: employment in a position providing information to
the public or employrment In 4 clerical pasition involving the use of compuier equipment and soffware.

Or, any combination of educafien and experience that shall be substanfially equivalent o fhe above
educafion and experience

Class Created: February 16, 1097
Ediférial Review: 371543
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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 priceisnetF O B.
destination and shall include ingide 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
iterns 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 REFORTS

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 shail 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.

INSURANCE REQUIREMENTS
AN INSURANCE CERTIFICATE IN COMPLIANCE WITH PROVISIONS OF ITEM 31
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(INSURANCE) OF THE GENERAL CONDITIONS OF PURCHASE IS REQUIRED FOR
COMPREHENSIVE GENERAL LIABILITY, AUTOMOBILE LIABILITY, AND WORKERS'
COMPENSATION AND MUST BE SUBMITTED BY THE SUCCESSFUL BIDDER(S) TO THE
DIVISION OF PURCHASES PRIOR TO AWARD THE INSURANCE CERTIFICATE MUST NAME
THE STATE OF RHODE ISLAND AS CERTIFICATE HOLDER AND AS AN ADDITIONAL
INSURED. FAILURE TO COMPLY WITH THESE PROVISIONS MAY RESULT IN REJECTION OF
THE OFFEROR'S BID. ANNUAL RENEWAL CERTIFICATES MUST BE SUBMITTED TO THE
AGENCY IDENTIFIED ON THE PURCHASE ORDER FAILURE TO DO S0 MAY BE GROUNDS
FOR CANCELLATION OF CONTRACT

NOTE: IF THIS BID COVERS CONSTRUCTION, SCHOOL BUSING, HAZARDQUS WASTE, OR
VESSEL OPERATICON, APPLICABLE COVERAGES FROM THE FOLLOWING LIST MUST ALSO
BE SUBMITTED TO THE DIVISION OF PURCHASES PRIOR TO AWARD: * PROFESSIONAL
LIABILITY INSURANCE (AKA ERRORS & OMISSIONS) - $1 MILLION OR 5% OF ESTIMATED
PROJECT COST, WHICHEVER IS GREATER * BUILDER'S RISK INSURANCE - COVERAGE
EQUAL TO FACE AMOUNT OF CONTRACT FOR CONSTRUCTION. * SCHOOL BUSING - AUTO
LIABILITY COVERAGE IN THE AMOUNT OF $5 MILLION  * ENVIRONMENTAL IMPAIRMENT
(AKA POLLUTION CONTROL) - $1 MILLION OR 5% OF FACE AMOUNT OF CONTRACT,
WHICHEVER IS GREATER. * VESSEL OPERATION - (MARINE OR AIRCRAFT) - PROTECTION &
INDEMNITY COVERAGE REQUIRED IN THE AMOUNT OF §1 MILLION.

DELIVERY PER AGENCY
DELIVERY OF GOODS OR SERVICES AS REQUESTED BY AGENCY
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