SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 01/ 26/ 17 CLCSI NG DATE: 02/02/17 (4:30 PM
SCDC | NTERNAL TI TLE: ADM N SPEC C SCDC POSI TI ON #: 010044

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 01 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON:  WATEREE RI VER CORRECTI ONAL | NSTI TUTI ON, REMBERT (SUMIER) LEVEL 2

STATE JOB TI TLE: ADM N SPECI ALI ST || STATE JOB CLASS: AA50

PAY BAND/ LEVEL: 03 C

BAND: 03 SALARY RANGE  $ 022182 - $ 041046 SPECI AL | NCENTI VE: NO
H RI NG SALARY RANGE: $ 023992 - $ 030980 SCEI'S POSITION #: 61022555

M NI MUM AND ADDI TI ONAL REQUI REMENTS:

A HI GH SCHOCL DI PLOVA. RELATED CLERI CAL EXPERI ENCE MAY

BE SUBSTI TUTED FOR A HI GH SCHOOL DI PLOVA.

(OR AN ACCEPTABLE EQUI VALENCY AS APPROVED BY THE DI VI SI ON OF STATE
HUMAN RESOURCES). TWD (2) YEARS OF CLERI CAL EXPERI ENCE; OR A DEGREE
MAY BE SUBSTI TUTED FOR THE WORK EXPERI ENCE. MAY BE REQUI RED TO HAVE
EXPERI ENCE | N CRT AND/ OR PERSONAL COVPUTER

DESCRI PTI ON OF DUTI ES:

UNDER GENERAL SUPERVI S| ON PERFORMS COVPLEX ADM NI STRATI VE/ CLERI CAL
DUTI ES. SERVES AS THE | NSTI TUTI ONAL PERSONAL | DENTI FI CATI ON NUVBER
(PI'N) COORDI NATOR.  PROVI DES | NSTRUCTI ONAL | NFORVATI ON TO | NMVATES TO
ENSURE DOCUMENTS ARE COWMPLETED ACCURATELY. SERVES AS THE STAFF
COORDI NATOR FOR THE | NVATE REPRESENTATI VE COW TTEE (I RC). ORDERS/
OBTAINS | TEMS FOR | NVATE SALES ANDY OR SPECI AL PROJECTS. ASSI STS W TH
SALES, PREPARES FI NANCI AL REPORTS AS REQUI RED. RESPONSI BLE FOR | NVATE
TO | NMATE CORRESPONDENCE, PREPARI NG DOCUMENTS FOR THE WARDEN S

S| GNATURE. CONDUCTS VEEKLY | NVATE ORI ENTATI ON.  SERVES AS THE

I NSTI TUTI ONAL COUNSEL SUBSTI TUTE, FOLLOW NG GUI DELI NES ESTABLI SHED BY
SCDC PCLICY. SERVES AS THE BACK UP FOR THE WARDEN S ADM NI STRATI VE
ASSI STANT, FILLING I N AS NECESSARY. DATA ENTRY/ CRT/ TYPI NG SKI LLS ARE
REQUI RED. RESPONSI BLE FOR OTHER GENERAL OFFI CE DUTI ES | NCLUDI NG, BUT
NOT LIM TED TO, FILING PREPARI NG REPORTS, ETC.

COMVENTS:

MUST ATTEND SCDC BASI C TRAI NI NG
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