OES-223  (Rev. 11-99)

Please Post Immediately and Do Not Remove Before 5:00 P.M. on the Closing Date

INTERNAL/EXTERNAL RECRUITMENT

VACANCY ANNOUNCEMENT
	ANNOUNCEMENT #:
	2898
	DATE ISSUED:
	June 14, 2007 
	CLOSING DATE:
	June 22, 2007

	

	JOB FAMILY DESCRIPTOR:
	Human Resources Programs Director    C33A 
	LEVEL:
	I

	

	PIN #s
	2900454
	LOCATION:
	Finance Division-Human Resources

	

	PAY BAND:
	P
	PAYBAND RANGE
	$4,086.58 to $6,810.92 
	Hiring Rate:
	$4,277.89

	

	CATEGORY:
	Administrative
	# OF VACANCIES:
	1
	SUPERVISORY POSITION:
	Yes

	

	CAREER PROGRESSION OPPORTUNITY:
	Yes   FORMCHECKBOX 
     No   FORMCHECKBOX 

	

	


MINIMUM QUALIFICATIONS:

	Knowledge, Skills and Abilities required at this level include knowledge of human resources management policies and procedures; of the Oklahoma Personnel Act and the Merit Rules for Personnel Administration; of affirmative action and equal opportunity guidelines and procedures; of personnel administration; of appropriate federal laws and regulations concerning employment practices; of the structure and functions of governmental organizations; of interviewing and investigative techniques; of business communications; of the legislative process; and of supervisory principles and practices. Ability is required to plan, direct and coordinate the activities of others; to interpret, analyze and resolve administrative and personnel problems; to communicate effectively, both orally and in writing; to organize and conduct several projects simultaneously; and to analyze complex situations and adopt an appropriate course of action.
Education and Experience requirements at this level consist of a bachelor’s degree and six years of professional experience in human resources management, or a closely related field including three years in an administrative capacity; or an equivalent combination of education and experience, substituting one additional year of professional or technical public sector human resources management experience for each year of the required education.




SPECIAL REQUIREMENTS:  

DESIRED EXPERIENCE: See attached Critical Tasks.

PLEASE ATTACH OPM 4-B BEFORE RETURNING TO PERSONNEL

In accordance with rule number 530:10-11-55(a) all promoted employees will serve a six- (6) month trial period before such promotion shall become final.

OESC Employees:

· Interested applicants must submit a completed Application (Form OES-222) and an OPM 4-b to your immediate supervisor for signature of receipt by 5:00 p.m. on the closing date.

External Applicants:  (Current Classified State Employees, Reinstatements, etc.)

· Interested applicants must submit a completed OPM 4-B along with a cover sheet that contains the following information:  (1) daytime phone number (2) home mailing address (3) current classification and code / or previous classification and code.  All of the above must be submitted to the OESC Personnel Division by 5:00 p.m. on the closing date.

· Applicants must submit their three (3) most recent service evaluations.

Additional information will not be accepted by Personnel or forwarded to OPM after the closing date.

Applicants are responsible for providing detailed information regarding work experience and education as required on the OPM 4-B.  Applicants should pay strict attention to the required qualifications listed on the job announcement.  

It is the Supervisor's responsibility to submit all applications to Personnel within 24 hours of the closing date.

Contact Person: Nancy Ulrey, Admin Programs Officer, OESC (405) 557-5412

