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APPLICATION PACKETS SHOULD CONSIST OF:

A State of Maine Direct hire application, cover letter, resume, and cover letter.
Direct Hire Application forms 
can be obtained by contacting the SESC Personnel Office at 623-6739 or by accessing the state of Maine website at http://www.maine.gov/bhr/state_jobs/how_to/direct.htm 

APPLICATIONS MUST BE RECEIVED BY:  
Friday, January 31, 2014

SEND COMPLETED APPLICATIONS TO:  
Security and Employment Service Center

Andrew Birch, Personnel Assistant
108 State House Station 
Augusta, Maine 04333
(phone: 207-623-6739)
Andrew.Birch@Maine.gov 

BENEFITS:  
Value of State’s share of Employee’s Retirement: 17.07% of pay
Value of State-paid Dental Insurance:  $13.13 biweekly

Value of State-paid Health Insurance*:

Level 1:  100% State Contribution = $363.77 biweekly (employee pays nothing)
Level 2:  95% State Contribution = $345.58 biweekly (Employee pays: 5%)
Level 3:  90% State Contribution = $327.39 biweekly (Employee pays: 10%)
Level 4:  85% State Contribution = $309.20 biweekly (Employee pays: 15%)
*The level of actual value of state paid Health Insurance will be based on employee’s wage rate and status with regard to the health credit premium program as of July 1, 2011.
	MAINE DEPARTMENT OF LABOR

Bureau of Employment Services
Customer Representative Associate I-Labor
Class Code:  6514ACC


Opening Date:

January 17, 2014
Closing Date:

January 31, 2014
    Location:

Augusta
 

Position Type:

Full Time

 

Grade/Salary:

11  $24,752.00-$34,673.60  $11.90-$16.67/hourly
 

Job Description: 

The Maine Department of Labor is seeking a professional hard working individual with excellent interpersonal and communication skills to fill an immediate opening at the Augusta CareerCenter. The work involves intensive customer service work at high-traffic office and includes greeting customers both over the phone and in person, providing information about services, referral agencies, and other available resources, processing invoices, and ordering supplies. It also involves assisting customers with CareerCenter resources such as computers, printed materials, and use of office equipment, and scheduling of workshops and staff appointments. Use of State and Department computer systems and internet applications will be required, including researching and retrieval of data as well as data-entry.   

MINIMUM QUALIFICATIONS: 
Training, education, or experience in office and administrative support work that demonstrates 1) competency in applying a solid knowledge of the principles and practices of quality customer service to perform complex work in assisting the public on matters such as communication transmissions, employment, ferry, social, or public services; and 2) ability to use independent judgment in handling exceptions to established work assignments, priorities, and schedules. 
All positions in this classification assume the qualifications of: Customer Representative Assistant I and Customer Representative Assistant II.
After meeting the above minimum qualifications, preference will be given to candidates who also possess the ability to use independent judgment in handling work assignments, priorities and schedules.




Maine State Government is an Equal Opportunity/Affirmative Action Employer. 
We provide reasonable accommodations to qualified individuals with disabilities upon request.

