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OFFICE SECRETARY III

PART-TIME CONTRACTUAL POSITION (NO BENEFITS)
SALARY: $14.50 per hour
CLOSING DATE:  February 10, 2012
The Maryland Public Service Commission has a part-time position available for an Office Secretary III in the Personnel/Human Resource Division. The position provides administrative and secretarial support to the division that handles all human resource activities. Responsibilities include: telephone inquiries; type and proof division documents, letters, tables, labels, and other items; file correspondence, maintain files, collect timesheets; order and maintain division supplies; and perform other duties as assigned.  
Good organizational and communication skills, both oral and written, are essential.  Experience using Microsoft Word, Excel and Power Point is preferred.
MINIMUM EDUCATION AND EXPERIENCE REQUIREMENTS:

Education:
Graduation from an accredited high school or possession of a high school equivalency certificate.

Experience:
Three years performing secretarial or clerical work involving typing duties.

Notes:             1. Additional secretarial or clerical experience may be substituted on a year-for-year basis for the required education.

2. Thirty credit hours with a major in secretarial science or office technology from 
an accredited college may be substituted at the rate of thirty credits for one year of experience for up to two years of the required experience.
PREFERRED QUALIFICATION:
Previous experience in human resources or personnel in State Government is preferred.

CLEARLY DESCRIBE ON YOUR APPLICATION HOW YOUR EXPERIENCE RELATES TO THIS POSITION.  APPLICATIONS NOT IDENTIFYING THE MINIMUM AND SELECTIVE QUALIFICATIONS, INCLUDING PROOF OF EDUCATION, WILL NOT BE CONSIDERED.                                                                                                                                                                                                                                                                                                                                                                           
PLEASE INCLUDE A COPY OF YOUR COLLEGE TRANSCRIPT OR DEGREE FOR THE EXPERIENCE SUBSTITUTION.
SPECIAL REQUIREMENTS OF THE CLASSIFICATION:

Demonstrated ability to accurately type on a typewriter or keyboard on a personal computer, computer terminal or word processor at a minimum of forty words per minute may be required, depending on the specific requirements of the position.
SELECTION PROCESS: 

Only candidates who meet the minimum and selective qualifications will be evaluated for this classification.  
To Apply: Submit a Maryland State Application (MS100).  Please call 410-767-4850, toll free: 1-800-705-3493, or visit our web site www.psc.state.md.us to obtain an application.  Mail your completed MS100 to: Personnel Office, MD Public Service Commission, 6 St. Paul Street, 16th Fl., Baltimore, MD 21202 by February 10, 2012.
EEO/ADA Employer.
WILLIAM DONALD SCHAEFER TOWER   (   6 ST. PAUL STREET   (   BALTIMORE, MARYLAND 21202-6806

410-767-8000 
(
Toll Free:  1-800-492-0474
   (
FAX:  410-333-6495

MDRS:  1-800-735-2258 (TTY/Voice)
    ( 
 Website:  www.psc.state.md.us
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