DEPARTMENT
OF

JOB OPPORTUNITY
DEPARTMENT OF CORRECTIONS CORRECTIONg
WHITTLESEY ROAD

P.O0. BOX 863
TRENTON, NJ 08625

THISPOSTING ISONLY OPEN TO THE FOLLOWING:

1 current Department of Corrections employees whgarmanent in a
competitive title, or a Civil Service Congsion-approved non-
competitive title, as a promotional or tateopportunity, subject to
current promotional and hiring restrictions

Issue Date: July 29, 2016

XI Employees who are permanent in a competitiles tir a Civil Service .
Commission-approved non-competitive tiéie a promotional or lateral  Posting No.: 232-16
opportunity, subject to current promotioaatl hiring restrictions

|:| Interested individuals who meet the stated reqLeérém

TITLE: Principal Clerk SALARY: $33,170.29 - $46,290.85

LOCATION: Northern State Prison, Classification Unilewark, NJ

JOB DESCRIPTION: Under direction of a supervisory official, penies varied clerical work, predominantly complex in
nature, requiring knowledge of department lawsulagpns, policies, and procedures, and frequeataise of independent
judgment, and may take the lead over the workaégcal unit; does other related duties as regluire

REQUIREMENTS
EXPERIENCE: Two (2) years of experience in clerical work.

NOTE: Successful completion of a clerical training pragraith a minimum of<700 clerical training hours 6130 semester
hour credits in secretarial science from an acteddcollege or university may be substituted fag #xperience indicated
above. Coursework must include typing skills, me) and procedures; other courses may includendtube limited to,

office procedures, word processing, and businegtidtin

LICENSE: Appointees will be required to possess a driMatnse valid in New Jersey only if the operatidraovehicle,
rather than employee mobility, is necessary togrerfthe essential duties of the position.

PLEASE INCLUDE RESUME, POSTING TITLE AND NUMBER, *AND COPY OF TRANSCRIPTSIF
APPLICABLE (UNOFFICIAL COPIESARE ACCEPTABLE) IN YOUR RESPONSE. ALL
ATTACHMENTSMUST BE SENT IN PDF OR WORD FORMAT ONLY. ADDITIONALLY, YOU
MUST PROVIDE YOUR E-MAIL ADDRESS. TO BE CONSIDERED, RESPONSESMUST BE
POSTMARKED NO LATER THAN August 12, 2016.

Forward Response To: Latonya Andrews, ManagematuResources
Regional Personnel Services, Region 2
East Jersey State Prison
Lock Bag “R”
Rahway, NJ 07065

Emailed resumes areto be

sent only to: Martin.Hayes@doc.nj.gov

The New Jersey Department of Correctionsis an Equal Opportunity Employer



