Oklahoma Department of Rehabilitation Services

PLEASE POST
Job Announcement #08 - 012 

Position Title/Code/Level:

Rehabilitation Technician, K20B, Level II 
May be filled at K20A, Level I

Location:
     


VR#49 – OKC
Number of Positions/PIN:

(1) Classified / 80500278
Monthly Salary Range:

Minimum
Midpoint
Maximum 

Level II (Pay Band H)

$1,879.83
$2,506.42
$3,133.00
Level I (Pay Band H)


$1,879.83
$2,506.42
$3,133.00
(Reflects payband change effective 7/1/2007)
Beginning Date:


Thursday, July 26, 2007

Ending Date:



Wednesday, August 8, 2007, 5:00 P.M.

Essential Functions:  Provide complex technical and administrative support to the Employment Support Services Unit.  Duties include management of employment contracts database, preparation of PowerPoint presentations and other instructional materials, generation of reports and surveys, ordering of equipment and consumable office supplies for the unit and back-up timekeeping for the unit.  Perform tasks related to general office operations and other duties as assigned.  Also assists the Programs Field Representatives in compiling reports.  Must be willing to perform all job related travel.  Probationary period (or trial period, if applicable) is required.  
Education and Experience Requirements:  Level II - consists of two years of technical clerical work in a vocational rehabilitation program.  Level I - consists of one year of experience in office technical clerical work.  
Method of Application:  ALL SOURCES - Current State of Oklahoma employees with permanent status in the classified service or those having reinstatement rights:  Submit three (3) complete sets of all of the following application materials:  1) a cover letter that MUST contain the Job Announcement #, job title and job code of the position of which you are applying; telephone number where you can be reached during office hours, your home mailing address, and your current classification and job code.  2) A completed Office of Personnel Management Personal Data Summary Sheet (OPM-4B) that clearly indicates how you meet the education and/or experience requirements.  DRS requires applicants to provide copies of performance evaluations at the interview process.  Applicants who have no previous classified state service, in unclassified status OR currently in probationary status, must apply at the Office of Personnel Management (www.ok.gov/opm/).
Send to:

Department of Rehabilitation Services


Attn:  Personnel

3535 NW 58th Street, Suite 500


Oklahoma City, Oklahoma 73112

If you have questions regarding this position or the application process, contact Calvin Small at (405) 951-3527.
An Equal Opportunity Employer

