


        EMPLOYMENT OPPORTUNITY    
POSITION AVAILABLE:   PERSONNEL TECHNICIAN /Position #221-16-0152

EFFECTIVE DATE:        Immediate

LOCATION:                   Mitchell County Department of Social Services, Bakersville


SALARY RANGE: 
       Grade 63/ $ 31,780 - $ 47,671

CONTACT PERSON:     DSSapplicants@mitchellcounty.org
DESCRIPTION OF WORK:  
Employees work with Administrative Officer and other supervisory leadership by assisting them in the daily administration of one or more personnel programs. Work involves predominantly procedural activities in applying specific personnel procedures and guidelines, in gathering and compiling employee and position information, and in viewing, processing, and maintaining records in programs such as employee relations, manpower planning, policy administration, and position analysis. Employees work in well-established programs or sub-programs, and duties are performed in accordance with standard policies, precedents, and guidelines. Guidance is received when new or unusual situations occur, and work is reviewed for accuracy and judgment in the application of policies and instructions. Most contacts are with agency employees, applicants, and State Personnel in the gathering and transmittal of factual information. This person will be also have other duties as assigned.

MINIMUM EDUCATION AND EXPERIENCE:  
Graduation from high school and four years of progressively responsible administrative or clerical work including at least one year of experience in administering a personnel program(s) for a work unit or in a personnel office, preferably related to the area assigned to the position; or graduation from a four year college or university; or an equivalent combination of training and experience.

HOW TO APPLY:  
State of North Carolina Application for Employment form PD-107 must be received at Mitchell County Department of Social Services 347 Longview Drive Bakersville, NC 28705. Position open until filled.
.
The Mitchell County Department of Social Services does not discriminate on the basis of race, color, national origin, sex, religion, age or disability in employment or the provision of services.
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