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OPEN COMPETITIVE RECRUITMENT 

BILINGUAL OFFICE SUPPORT SPECIALIST/RECEPTIONIST
(Engilsh and Spanish)
Woodburn Aging & Disability Services Office
Recruitment #: 309-02-12
$2,276- $ 3,047 monthly 
Opens: February 14, 2012    Closes: February 28, 2012
NorthWest Senior and Disability Services seeks to fill the position of Bilingual Office Support Specialist/Receptionist in the Woodburn office. The position is full time and represented by a union. The job description is attached.  An offer of employment is contingent on successful completion of a criminal records check. 
An offer of employment in this position is contingent on successful completion of the selected foreign language test, and recommendation for the position based on test performance. 
EXAMINATION: 
The evaluation will be based on your completed application and your response to examination items listed below. Please put recruitment number on your application.  On a separate sheet of paper, respond to each of the items below. Number your responses to correspond with the items. Be sure your name is on each sheet, and include the sheet(s) with your application. Your application will not be accepted without the written responses to the examination questions below. 

1. Describe your customer service and reception experience. Include details about the kinds of public contact you have had (face to face and via telephone), and about your experience with diverse groups of people. 

2. Describe your experience in maintaining office records, files and supplies, and in working with office equipment, giving particular emphasis to your hands-on experience with computers and specific software. 

3. State clearly how you currently reflect the Agency’s values of Customer Service, Professionalism, and Positive Attitudes as an individual contributor, and as a team member.  

Customer Service * Professionalism * Positive Attitudes
Applications may be obtained from NorthWest Senior and Disability Services, 3410 Cherry Avenue NE, Salem or at www.nwsds.org. State clearly the recruitment number and location for which you apply, if relevant. Resumes will not be accepted in place of a completed application form. You may submit completed application forms and exam questions by 5:00 p.m. on February 28, 2012 by using any of the following options:  

· Mail to HUMAN RESOURCES, P. O. Box 12189, Salem, OR  97309-2117, ATTN: Susanne Eleson (applications will be accepted if postmarked by the deadline date); 
OR

· Fax to 503-304-3434, ATTN: Susanne Eleson 
OR

· Deliver in person to 3410 Cherry Avenue NE, Salem, ATTN: Susanne Eleson
                                                              OR

· Email application packet to nwsds.nwsds.org
The mission of NorthWest Senior and Disability Services 

is to assist older persons and people with disabilities 

in making and implementing choices 

that maximize their independence and quality of life. 

Equal Opportunity Employer

You may visit our website at http://www.nwsds.org
Customer Service * Professionalism * Positive Attitudes
NorthWest Senior & Disability Services

Job Description
Bilingual Office Support Specialist/receptionist

	Classification:  Bilingual Office Support 
                         Specialist
	Position Number: 309

	Salary Range: R13
	FLSA Status: Non-exempt

	Unit: Varies
	Location: Varies

	Reports To: Services Manager
	Union Status: Represented

	Last Revision Date: March 2010
	


General Description

Provide Bilingual office support services to the Agency, including customer service and program support activities.  The main function of this position is as a front desk receptionist with many callers and walk-in clients, this position will be primary in working with non-English speakers in bi-lingual language assigned.   Job duties are of moderate scope and complexity, and knowledge of office practices and computer operation is required at entry. Incumbents are proficient in many standard work routines but continue to learn others.  Positions include customer service and program support activities, requiring general knowledge of Agency operations. 
Essential Functions

1. Performs duties and responsibilities commensurate with assigned functional area within the Agency which may include, but are not limited to, any combination of the following tasks:

a) Performs data entry and maintains databases for specific programs and services; generates data as needed to produce invoices and payment vouchers, issue checks or special cash payments.

b) Establishes and maintains logs, records, and files; purges files in accordance with Agency guidelines.

c) Performs clerical functions in support of a program or service which may include, but are not limited to, the following duties: issues EBT cards, completes billing forms, assembles application packets, requests provider numbers, and processes payment vouchers. 

d) Performs receptionist duties; answers the telephone and greets visitors, responds to inquiries and provides general information regarding programs and eligibility requirements, screens requests for service and routes to appropriate staff or makes referrals to other agencies and programs.

e) Receives, sorts, and distributes daily mail and prepares outgoing mail.
f) Performs financial clerical duties; receipts and deposits checks and client payments, generates monthly reconciliation of issued EBT cards, performs monthly reconciliation of VISA bills, and issues revolving fund checks.

g) Types agency correspondence, documents, and program related material.

h) Orders and maintains inventory of office supplies, agency stationary, and forms.

i) Prepares and mails transfer-out cases to correct branch; routes transfer-in cases to appropriate staff.

j) Receives transportation requests and assists with scheduling medical transportation for eligible clients; processes payment requests for client transportation.
2. Provides language assistance and translation within scope of classification.

3. Maintains and shares information according to privacy regulations.
4. Serves as a Mandatory Reporter of suspected abuse of vulnerable populations, as required by policy and regulation; makes referrals to the Protective Service Unit in suspected cases of neglect, exploitation, and abuse.

Supervisory Responsibilities
None

Minimum Qualifications

Experience and Education

Any equivalent combination of education and experience which demonstrates the knowledge, skills, and abilities required will be considered; however, the following is preferred: 

High school diploma or three (3) years of progressively responsible secretarial or office experience. 
Ability to successfully demonstrate the required level of proficiency for bilingual duties. 

Knowledge, Skills and Abilities
General

Ability and willingness to support the Agency’s mission ethics and values. 
Excellent interpersonal communication skills, including listening;  ability and willingness to work effectively with others; use of good judgment, courtesy and tact, as well as the ability to understand and respond to requests from internal and external clients, social service professionals and the general public.

Ability to speak, read write and understand English, and follow verbal and written

instruction.  

Ability to understand and interpret applicable policies and apply them to problem-solving and decision-making in order to serve external and internal clients.

Knowledge of, and commitment to, rules governing client confidentiality, mandatory reporting, provider records, and investigations.

Ability to apply the knowledge and skills in a timely, accurate and efficient manner to meet deadlines.

Specific

Knowledge of and the ability to operate general office equipment, including personal computer, copier, fax machine, phones, etc. 

Considerable working knowledge of, and the ability to apply intermediate word processing applications, basic spreadsheet applications, intermediate database applications, basic communication applications (e-mail), and other general office computer applications. 

The ability to learn and apply general office practices and procedures.  Typical types of practices and policies may include: confidentiality rules, employment records maintenance, client records maintenance, agency policies and procedures applicable to 

the specific program and area of work. 
Ability to speak, write, read, and understand assigned bi-lingual language assigned at a proficient level.

Considerable working knowledge of, and the ability to apply, business English (grammar, spelling and punctuation) and Math.

Other Requirements
Ability to secure and maintain a driver’s license valid in the State of Oregon, or an acceptable alternative means of transportation.

Commitment to regular attendance as an essential element, required to meet the demands of this job, and to provide necessary services. 

Successful completion of a background check. 
Ability to successfully demonstrate the required level of proficiency for bilingual duties.
Work Environment/Physical Demands
The incumbent typically works in an office environment and uses a computer, telephone, and other office equipment needed to perform duties. The noise level in the work environment is typical of an office. The incumbent may encounter frequent interruptions throughout the work day. Contact with the public the office environments may risk exposure to people with irrational/hostile behavior, contagious diseases, or contact with domestic animals.

The employee is regularly required to sit, talk, or hear; frequently required to use repetitive hand motion, handle or feel, stand, walk, reach, bend and lift up to 25 pounds.

The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	 This job description in no way states or implies that these are the only duties to be performed by an employee occupying this position.  Employees may be required to perform other duties as assigned, including work in other Agency unit/location to ensure workload coverage.  Employees are required to follow any other job-related instructions and to perform any other job-related duties requested by their supervisor.  

Requirements are representative of minimum levels of knowledge, skills and abilities.  To perform this job successfully, the employee will possess the abilities or aptitudes to perform each duty proficiently.
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