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	Screening Criteria



	Minimum Qualifications


	Check Off

	· High school diploma or GED

	

	· Three full-time equivalent year’s clerical office experience, or comparable college or business school coursework.
	

	· One full-time equivalent year of experience as a lead/supervisor. 

	

	· Experience managing multiple projects and programs.


	

	· Experience monitoring multiple budgets and following fiscal guidelines, regulations, principles and standards. 


	

	· Experience using advanced functions of word processing software.


	

	· Experience using basic functions of spreadsheet software. 

	


	Conditions of Employment
	Check Off

	· This position requires the possession a valid Washington State driver’s license and a copy of your recent driving record from the Department of Motor Vehicles indicating no major violations.
	
	

	· Successfully pass a WA State criminal history background check.
	
	


	Preferred Qualifications:
	Point Value
	Score

	· Associates of Arts & Sciences Degree from an accredited college or university.
	
	

	· Experience using Intermediate functions of database software.


	
	

	· Experience using presentation software to create, format, edit and run slide shows.


	
	

	· Experience using web page design software.


	
	


	Other:

Listed on the front of the job announcement under “The Successful Candidate must demonstrate the following.”
	Point Value
	Score

	· Excellent customer service skills; including building and maintaining internal/external customer satisfaction.
	
	

	· An appreciation of diversity and the benefits of a commitment to cultural awareness and sensitivity in the workplace.
	
	

	· Ethics and integrity.
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