OKLAHOMA DEPARTMENT OF TRANSPORTATION

CLASSIFIED JOB ANNOUNCEMENT

STATEWIDE VACANCY ANNOUNCEMENT
To be eligible for the position(s) listed below, an applicant must have permanent, classified status or reinstatement eligibility with the State and must meet the minimum qualifications listed in the Major Work Duties section.

Vacancy Announcement #:  07-015-BM, Number of Vacancies:  1
Date Opens:  06/15/2007
Date Closes:  06/28/2007
	ODOT Position #(s):  0701003
	Location:  Division 7, Duncan, OK

	Job Family & Level:  Administrative Asst., Level II
	JFD Code:  E17B

	Pay Band:  I
	Hiring Rate:  $2,214.29
	Maximum Rate:  $3,223.72


MAY FILL POSITION(S) AT A LOWER LEVEL AS INDICATED BELOW:

	Lower Level Pay Band:  H
	Hiring Rate:  $1,992.86
	Maximum Rate:  $2,911.02

	Lower Level Pay Band:     
	Hiring Rate:  $     
	Maximum Rate:  $     

	Lower Level Pay Band:     
	Hiring Rate:  $     
	Maximum Rate:  $     

	Lower Level Pay Band:     
	Hiring Rate:  $     
	Maximum Rate:  $     


	Additional Factors:  Education, experience, training, attendance, discipline (if any) and other qualifications or conduct related to the expected ability of an individual to perform assigned duties may be considered. 

	Major Work Duties:  Incumbent to this position will perform the duties of Administrative Asst. to the Division Engineer, as well as the Division Personnel Officer and the Division Training Officer.
Minimum Requirements:  Requirements at this level consist of five years of technical clerical office work or an equivalent combination of education and experience.


	Applicants:  Submit the following documents to ►

1. Original plus 1 copy of Form OPM-4-B

2. ODOT Employees, Original plus 1 copy of ODOT Supplemental Sheet 
3. External Applicants, Cover letter with contact info to include address and phone number
4. Copy of latest performance evaluation             (Form OPM-111)
	Oklahoma Department of Transportation
Human Resources Division

Attn:  Brenda Morris 

200 NE 21st Street

Oklahoma City, OK  73105 

  [Contact #: (405) 521-3959, Fax #: (405) 521-6821]     


AN EQUAL OPPORTUNITY EMPLOYER
