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NOTICE OF EXAMINATION:  SUPPORT SPECIALIST

The Grays Harbor County Civil Service Commission is establishing a Support Specialist Eligibility List for the Grays Harbor County Sheriff’s Office.  A Support Specialist is a noncommissioned civilian employee in the Sheriff’s Office and may be assigned to functions within any Division of the Sheriff’s Office where his/her qualified abilities are needed.  In this instance, two open positions will be assigned to the Corrections Division for operation of the jail control panel.  The first position is swing shift (4:00 p.m. to midnight, Monday through Friday), and the second position is graveyard (midnight to 8:00 a.m., Monday through Friday).  Specialists will perform clerical duties assigned by Corrections staff as well as operate the jail control panel (monitor security cameras, operate jail security doors, communicate with staff by radio and intercom, communicate with inmates by intercom), check visitors in and out, and assist with bail collection.  Starting salary for Support Specialist is $3,256 per month, plus benefits.  Shift differential pay adds .75/hour to swing shift and $1/hour to graveyard.  These positions require successful completion of a 12-month probationary period.  Applications to test for placement on this eligibility list must be postmarked by October 22, 2015.  Applications postmarked after this date will be rejected.  Test dates are November 7, 2015 for the written exam, and November 16-17th for the oral board.  A job description and a Support Specialist Application for Examination are attached to this notice.  The Sheriff currently has 2 openings, though there may be an additional opening (days).  This eligibility list will be valid for 6 months, though it may be extended for up to 2 years.

Minimum qualifications for Support Specialist include the following:

1. United States citizenship and ability to read and write the English language as required by RCW 41.14.100.

2. Must be 18 years of age by the date of the civil service exam (November 7, 2015).

3. Must have a high school diploma or a General Educational Development certificate.

4. Must have a valid State of Washington driver’s license in the event duties require driving.

5. Must not have a record of felony conviction nor of gross misdemeanor/misdemeanor conviction for crimes involving controlled substances or physical harm.

6. Must have certified ability to accurately type 40 words per minute.  

7. Must have very legible handwriting.

8. Must have clerical skills relative to numerical data, filing, and communication with staff and the public.

9. Must be able to take directions well and to follow through with same.

10. Must be able to perform well under pressure with little supervision.

11. Appearance must consistently be neat, clean, and businesslike.

12. Must be able to learn and use the departmental computer system through on-the-job training.

In addition, applicants testing for the Support Specialist Eligibility List are advised they must be willing to submit to, and pass, background and criminal history investigations, as well as polygraph, psychological, and physical examinations.  

Application Process:  To test for placement on the Support Specialist Eligibility List, applicants must complete a Support Specialist Application for Examination.  The application may be picked up at the Sheriff’s Office in Montesano (100 W. Broadway, Ste. 3); at the WorkSource office in Aberdeen (415 W. Wishkah, Ste. 2D); or downloaded from the Grays Harbor County website at www.co.grays-harbor.wa.us.  At the website, go to Job Announcements and scroll down to the green Civil Service window to Support Specialist to download the Notice of Exam, the job description, and the Support Specialist Application for Examination (please do not submit the County’s employment application).  Before submitting the application for examination, applicants must sit for a certified typing test at any WorkSource office (or any employment office) to verify keyboarding skills of 40 wpm.  An on-line, do-it-yourself typing test will not suffice.  (Applicants may take the typing test as a walk-in at the Aberdeen office (address above) and at the Raymond office, or make an appointment with Jason at Thurston County WorkSource, 1570 Irving St. SW, Tumwater, WA; 360.570.6954.) Include the typing certificate with the completed application and mail both to the Grays Harbor County Civil Service Commission, 310 W. Spruce St., Rm. 217, Montesano, WA 98563.  The closing date for completed applications is October 22, 2015.  Applications postmarked after that date will be rejected.  Applicants may assume they are qualified to begin the examination process unless they hear otherwise directly from the Chief Examiner.

Examination Process:  As mentioned above, applicants will be given two separate exams, a written exam on November 7, 2015 and an oral board, tentatively on November 16-17th.  Applicants must present picture ID at each portion of the exam and must appear for all testing at the date and time specified.  Failure to do so will bar the applicant from the examination process.  Make up tests will not be given.  The written exam will take place at 10:00 a.m. Saturday, November 7th at Montesano High School, 303 North Church St., Montesano, WA. (Directions:  Approach Montesano from Hwy 12E or Hwy 12W, take the Montesano/Raymond exit. At the stop sign turn north onto Main and proceed through the light and then three blocks farther to Spruce. Take a right and go three blocks east to Church. Park in lots along Spruce or along Church.)  The exam will be conducted in the Commons (west side of Church St.; look for signs). Please arrive by 9:30 a.m. for sign in and instructions.  When arriving for the exam, please leave all electronic devices in your vehicle.  The exam will cover word usage, punctuation, spelling, math, and filing.  Applicants will be allowed 1 hour to take the exam and will be provided a test, pencils, and scratch paper.  No additional items may be brought into the exam.  Applicants will be notified in writing of their test score.  Those who pass with a score of 70% or better will move on to the oral board exam that is scheduled for November 16-17, 2015.  Passing individuals will be notified by mail of their oral board date, appointment, and location.

Scoring:  The written and oral exams are worth 100 points each, and a minimum score of 70% is required to pass each exam.  Each exam score will be weighted at 50%, and applicants must pass both exams in order to achieve a final score, which will be the total of the two weighted scores.  

Veteran’s Preference Points:  In Washington state, veteran’s preference points can be used for one appointment.  If you have already used veteran’s preference points to obtain an appointment, you will not be able to again claim those points (RCW 41.14.010). However, to claim veteran’s preference points for a first appointment, and in order for the Civil Service Commission to verify an honorable discharge, submit a DD214 along with the application.  Veteran’s preference points will be added to passing final scores, if applicable.  

Placement on the Support Specialist Eligibility List:  Applicants who pass the written and oral board exams with a final total score of 70% or higher will be placed on the Support Specialist Eligibility List in descending order of final scores.  After certification by the Civil Service Commission, this list will be valid for 6 months or until the list is exhausted, although the life of the list may be extended for up to 2 years.  It is the responsibility of those on the eligibility list to inform the Civil Service Commission of any changes in their address during the life of the list.  Failure to do so is cause for removal from the list.

Selection Procedure:  As openings in the Support Specialist classification occur, the Chief Examiner will submit the top five names on the list to the Sheriff for consideration in filling those positions.  During the ensuing portion of the hiring process, applicants will be subject to a departmental interview, background and criminal history check, as well as polygraph, psychological, and physical examinations.  Applicants hired from this list are subject to a 12-month probationary period.

Grays Harbor County is an equal opportunity employer.

Lisa Ballou, Chief Examiner, Grays Harbor County Civil Service Commission
	   SUPPORT SPECIALIST


Effective:  June 1, 2015

DEFINITION:  Non-Commissioned civilian employee.

A Support Specialist may be assigned to functions within any Division of the Sheriff’s Department wherein their qualified abilities are needed.  Some assignments may require uncustomary shifts and days off.

Duties of a Support Specialist shall include, but are not limited to the following:

GENERAL RESPONSIBILITIES:

Processing of paperwork which is related to the business office, the Patrol Section, and Jail/Corrections Division or Civil Division.  Performance of tasks as requested by immediate supervisors.  Rendering assistance to Department personnel when requested, when such action will not interfere with their specific duties.  Performance of any other duty or assignment as prescribed by the Sheriff.  Function within the Policies and Procedures of the Sheriff’s Department.  Specific assignments may include:

A.
Receptionist:

Includes the courteous and efficient manner of greeting the public in person and by phone; issuance of special permits to the public (Concealed Pistol Licenses, Specialized Forest Products Permits, etc.)

B.
Corrections Division Security Control System:

Requires the general operation of the security control functions as well as communication with Corrections Officers and the general public to include assisting with information, bail and other Corrections Division clerical needs.

C.
Warrants:

The receiving, inputting, processing and removal of warrants from the local and state systems.  Requires the following of warrant processing procedures both written and verbal.

D.
Corrections Records:

Includes the receiving, processing and coordination of inmate booking information.  Includes the following of I.D. procedures both written and verbal.

E.
Evidence:

Includes the receiving of evidence and the processing, security and logging of such into and out of evidence areas.

F.
Civil:

Includes the assistance needed by the Chief Civil Deputy in the processing, filing and coordination of civil needs.  Includes the following of Civil procedures both written and verbal.

G.
Accounting:


Includes the assistance needed by the Administrative Accountant in the processing, filing and coordination of the accounting process for the department.  

H.
Criminal Records:

Includes the processing of law incident reports, citations, notice of infractions, transcription of taped statements/reports, typing correspondence.

I.
Public Disclosure:

Receive, track and process requests for public disclosure for records from all divisions of the department.

QUALIFICATIONS:

A.
Be a citizen of the United States.

B.
Be at least 18 years of age on testing date.

C.
No record of felony conviction.

D.
No record of gross misdemeanor/misdemeanor conviction for crime involving controlled substances or physical harm.

E.
Must be able to type 40 words per minute accurately.

F.
Must have high school or GED diploma.

G
Must have clerical skills relative to numbers, dates, filing and communication of relative information to other staff members.

H.
Must have the ability to take directions well and to follow through with same.

I.
Must be able to perform well under pressure with little supervision.

J.
Must always maintain a neat, clean, business-like appearance.

K.
Must possess a valid Washington State driver’s license if duties require driving.

DESIRABLE SKILLS:

A.
Knowledge of basic Microsoft programs to include Word, Excel, Access and Publisher.

B.
Ability to learn to utilize the Department computer programs through on-the-job training.
Grays Harbor County Civil Service Commission

SUPPORT SPECIALIST APPLICATION FOR EXAMINATION

for the Grays Harbor County Sheriff’s Office
Please read the Notice of Examination and this application carefully.  Complete application in ink in your own hand.  Incomplete applications will be rejected.  Applications must be postmarked by the closing date of October 22, 2015.  Mail to GHC Civil Service Commission, 310 W. Spruce St., Ste. 217, Montesano, WA  98563.
Name ____________________________________
__________________________________________

Address: ____________________________________________________________________________


Email: ____________________________________
Daytime Phone ______________________

Social Security No. _________________________
Other Phone _________________________

Date of Birth:  _____________________________
            U. S. Citizen? [] yes  [] no

Valid State of Washington Driver’s License?  [] yes  [] no

Do you have a record of felony conviction or gross misdemeanor/misdemeanor conviction for crimes involving controlled substances or physical harm?  [] yes [] no.  If yes, please explain.  

_____________________________________________________________________________________

_____________________________________________________________________________________

HIGH SCHOOL OR EQUIVALENT

High School diploma from _____________________________________________________________





  
Name of High School

City

State

Year

G.E.D. awarded from _________________________________________________________________






Name of Agency


City

State

Year

FORMAL EDUCATION

List formal education that you have completed at the college or university level.  

Course Title/Major: __________________________________________________________________

Degree Earned: ______________________________________________________________________

Total Number of Credit Hours Earned:  ______________  Dates Attended: ___________________
Institution Attended/Location: _________________________________________________________

Course Title/Major: __________________________________________________________________

Degree Earned: ______________________________________________________________________

Total Number of Credit Hours Earned:  _______________ Dates Attended: ___________________
Institution Attended/Location: _________________________________________________________

Course Title/Major: __________________________________________________________________

Degree Earned: ______________________________________________________________________

Total Number of Credit Hours Earned:  ________________ Dates Attended: __________________
Institution Attended/Location: _________________________________________________________

Course Title/Major: __________________________________________________________________

Degree Earned: ______________________________________________________________________

Total Number of Credit Hours Earned:  ________________ Dates Attended: __________________
Institution Attended/Location: _________________________________________________________

CLERICAL TRAINING (including military training)

List documented training classes that were certified or certificated by a recognized training center.

Course/Title: ________________________________________________________________________

Certificate Earned: ____________________________________________________________________

Total Number of Hours: _____________________  Dates Attended: __________________________

School: ______________________________________________________________________________

Course/Title: ________________________________________________________________________

Certificate Earned: ____________________________________________________________________

Total Number of Hours: _____________________  Dates Attended: __________________________
School: ______________________________________________________________________________

Course/Title: ________________________________________________________________________

Certificate Earned: ____________________________________________________________________

Total Number of Hours: _____________________  Dates Attended: __________________________
School: ______________________________________________________________________________

Course/Title: ________________________________________________________________________

Certificate Earned: ____________________________________________________________________

Total Number of Hours: _____________________  Dates Attended: __________________________
School: ______________________________________________________________________________

 CLERICAL EMPLOYMENT
List the positions you have held as a paid clerk, beginning with your present or most recent job. 

Employer: _________________________________________________ Position: _________________

Address: __________________________________________________ Phone: ___________________

Date of Employment: From: ______ To: _____  Total number of years/months employed ______

Hours worked per month: __________ Supervisor’s name: _________________________________

Major Responsibilities: ________________________________________________________________

Reason for Leaving: ___________________________________________________________________

Employer: _________________________________________________ Position: _________________

Address: __________________________________________________ Phone: ___________________

Date of Employment: From: ______ To: _____  Total number of years/months employed ______

Hours worked per month: __________ Supervisor’s name: _________________________________

Major Responsibilities: ________________________________________________________________

Reason for Leaving: ___________________________________________________________________

Employer: _________________________________________________ Position: _________________

Address: __________________________________________________ Phone: ___________________

Date of Employment: From: ______ To: _____  Total number of years/months employed ______

Hours worked per month: __________ Supervisor’s name: _________________________________

Major Responsibilities: ________________________________________________________________

Reason for Leaving: ___________________________________________________________________

Employer: _________________________________________________ Position: _________________

Address: __________________________________________________ Phone: ___________________

Date of Employment: From: ______ To: _____  Total number of years/months employed ______

Hours worked per month: __________ Supervisor’s name: _________________________________

Major Responsibilities: ________________________________________________________________

Reason for Leaving: ___________________________________________________________________

Employer: _________________________________________________ Position: _________________

Address: __________________________________________________ Phone: ___________________

Date of Employment: From: ______ To: _____  Total number of years/months employed ______

Hours worked per month: __________ Supervisor’s name: _________________________________

Major Responsibilities: ________________________________________________________________

Reason for Leaving: ___________________________________________________________________

MILITARY SERVICE:

Branch of Service ________________________ Date In ______________ Date Out ______________

(If you are claiming Veteran’s Preference Points, you must attach a copy of your DD214 discharge papers for validation of eligibility.)  

How did you learn of the position for which you are applying? _____________________________

Have you made previous application for examination to the Grays Harbor County Civil Service Commission? [] yes [] no   If yes, when? ______________ and for what position? ______________

All of my answers and statements in this application are true and complete to the best of my knowledge.  I understand that untruthful or misleading answers may be cause for rejection of my application, removal of my name from the list of eligibles, or dismissal if I am employed.


____________________________________________________
____________________


Signature of Applicant





Date Signed
CHIEF EXAMINER:


Lisa Ballou











CIVIL SERVICE COMMISSIONERS:


Richard Jacobson, District 1


Gary Parfitt, District 2


Keith Fouts, District 3











