
STATE OF \i!SCOMSIN ) 
) ss. 

DEPAll'l"MENT OF PUBLIC ~tFARE ) 

I• Wilbur J. Schmidt, Director ot the State Department ot 

Public Welte.re, and ouste>d:ian ot th~ official records of. said Department, 

do her$by certify that the ann•xed :revi111ed rule relating to the mer-it 

syatem for county welf'al"e de1»-rlments and providing for a change in the 

classification and 3~~pen•ation plan was duly approved and adopted by the 

State Board of Public Wal.tare e>n 'December 12, 1~62,. 

I further certify that said ®py has htten compared by me with 

the original on fil.Ei in this Depa:rtment. and that the same ilJ a true copy 

thtltreof. and et the whole ot such original. 

II 'fEST!MONI 'WlJE:UOP, I have hereunto 

set my .hand at the State Of tics 

Building in the City ot·Madison, 

. this lf,iJ/( ·.day or D"ember, A~D. 1962. 



ORDER OF THE STATE 1.>EPARTMENT OF PUELIC WELFARE 

REVISING RULES 

Pursuant to auth<>rity v~ated in the State Department of Public 

Welfare by Set;ttions 46.014 <:O and 49.50 (2); Wis. Stats.• the State 

Department of Public Wel.f'are hereby revises Rule l'W ... PA 10 relllting to 

merit f5yst&m. l"ule for county wel.tare department•• (The parts or th• Rule a$ 

revised are at.taehed hereto.) 

Rule PW·P.A. 10 as ~vised herein shal.l. take e.t'teet on febru.ar;y l, 

196' pursuant to the author-1ty granted by $, 227.026 (1) (b)• Stats.i 

w 



\ 

CHAPTER .PW-PA 10 

PW'·P4 10.0l (5) is &ml!)nded to read; 

(,;) PERSONNEL BOARD meMS the State Personnel Board. 

m.-PA 10.0l (12) is amended to read; 

(l2) EXEMPT POsITIO• means a Position herein designated as a position 

exempt from th~ application ot this rule. The exempt positions in the agencies 

are the followings 

(b) Attorney& •erving as legal counsel. 

(o) Students of a reoogniz~ graduate school or social work engaged in 

field training. 

(d) Student cue workers having a ~um of two year$ of' college or 

unive~sitr mar be elltployed tor a period not to exceed 90 d3¥9 per year. Such 

workers shall be pd.d a salary within the range ot $190 to $27.!S per month. 

(e) Members of eounty welf'are boards paid only for 111.ttenhnee •t. meeting•. 

m ... PA 10.0l (1.5) is amended to read: 

(l!S) DESIRABLE QUALIFICATIONS means the preterred requirement$ of education 

and e~perience and other qualit'ioations as describE!d for a given olass in the 

classifidation plan. 

PW-PA 10.02 (:3) (a) 9lld (b) are amended to reld: 

( J) COUNTY APPOXMTING AUTHORITY. (a.) Each agenoy, except where the 

adminir:itra.ticm is va$ted in the ju'V'-en:l.le co\U*\ judge or chi,ldren •e board, ahal.1 

amplo;r a. director who shall be sslect~d by the count;r board of' public welfare 

pursuant to section 46.22 (2) (b)• Wis. Stats. 
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(b) All other emplo;yes of th.e a{{eno;r shall be selected by the director. 

juvenile court judge, or children's board. u the oaae mq be; upon pl"ope:r certi• 

fication trom an appropriate register of eligibles or transfer in accordanoe with 

this rule, with the advice and oo nsent or the appc.>inti ng . authority. 

PW'·PA 10.07 (l) is atl.'lended to ~ead; 

JM.;.P,4 10.07 Certification of Eligibles. (l) REQUEST FOR CERTIFICATION. 

If a va.oanoy ooe11rs in any position in any agency, or if new positions are 

established and new employee are needed, requisition sh~ll be subltitted by the 

ageno1 to the division upon a prescribed fo'I't!l. This requisition shall state the 

number o:f positions to ~ filled in the class, and ;?J.1 othev pertinent information. 

After appt"oval. bJ' the division, the reqtiisition shall be forw'a.l"ded to the bUl"ea.u. 

N-PA l0.16 (3) is c~ea.ted to ~ad: 

(') FA!Jt EMPLOlMEN'l\ Pur$u&nt to provisions of secs. lllt13l - 111.38, Wis. 

Ste.ts., it is declared to be the public poli.07 ot the State to encouragci:t and 

f'oster to the fullest extent practicable the employment. of all properly qualified 

persons regardless of their age, raee, <h"eed. oolo-r. national. origin or ancestry. 

Wisconsin's Fitir Employment Practices Law makes it unlawful, and sub,ject to penalty 

to disct-imina:te. The State Fa.ir Em.:ploym,ent P.ra.otioes statute is administered by 

the Fair E\up10111tent Praotic&s Ui.vision ot the Industrial Commission located at 

634 North 2nd Street,· Milwaukee, Wisconsin. 

N-PA 10.2.S is repealed and :ra;..ereated to :read: 



COON'l'!' MERI'? SYSTEM COMPENSATION PLAN 

PW'-PA 10.2!) Sa.lacy schedu.le$. (1) 

(a) GROUP l• P()$:):TION CLASS MW SALARY SClt'WULE 
COUNTY WELFARE DEPAR.'J.'MENTS, JUVENILE COURTS, 

CHILDREN'S nc>AR»S 

Cius Title A I 0 n I 

c1> (z> en <4> cs> <6> <1> ca> <?> <10> 
Director, Class IV Agency $580. $610 $640 $670 $700 $730 $760 $790 $820 $8.SO 
Direetol", Olaes III. Agenq S.50 ;so 610 64o 670 700 730 ?60 790 820 
Direo. tor• Class II Agency ,520 550 580 610 640 670 700 7'.30 76o .. 790 
Director, Cla.,s I Agency 490 51; .'.S40 565 590 61,5 640 665 690 71.5 
Casa Work SupiSrvisor !I 530 '55 580 .. 605 .. 6)0 6,5,5 680 70.5 730 . 7$!S 
Oaae Work Supervisor I ;t)O 525 5'0 515 6oo 625 650 675 700 725 
Case Wo:rker III. 470 49!5 S20 545 570 59S '520 64~ 670 695 
Oas• Worker lI 4:l5 4S5 475 49' 51.S ;'.}s .55S 575 595 6'.l.S 
Caae Worker I 390, ·. 410 4)0 450 · 470 · J.~9() S).O ''o Sf)O . 510 

(b) GROUP IX .... POSITION CLASS AND SALARY SOHEDtTLS 
JUVENIJ,i~ OOUl't ATT.A.Cm!D STAFF ONLY 

Juvenile Court Worker 

A B C D E 

(1) (2) (3) .(4) (:;) (6) (7) (S) (9) (10) 

'''° $)50 $,70 $,90 $410 $430 $450 $470 .$490 $110 

( c) GROUP IIl ... POSITION CLASS AND SALA.RY SCHEDUI& 
COUNTY WELFARE DEPA.tt'J)t~!S, JU\rENitt. COUR'fS. 

Administrati~e Assistant 
Clerk III 
Clerk II 
Clerk I 
Stenogra.plijtr lI 
Stenographer I 
Typist I:t 
Typist l 

CHitmEN'S 00.A.lU)S 

A ~ C D E 

(l) (2) (~) (4) (S) (6) (7) (8) (9) (lo) 

$3)0 $350 $370 $'.)90 $410 $43() $4~0 "-70 $490 $'10 
285 300 .315 330 34!5 '.360 3?S 390 405 420 
260 270 280 290 '.300 ,10 )20 ''° 340 )50 
220 230 ' 240 250 260 270 280 290 300 '10 
280 290 300 310 320 ;30 J40 3.50 )60 370 
240 250 260 270 280 290 ,00 310 ,20 330 
260 270 280 290 JOO )10 J20 3,0 '.)40 ,50 
220 2)0 240 250 260 270 280 290 300 310 



(d) GROUP IV ... POSITION OLA.SS AND SALARY SCHEDULE 

c I> E 

(1) (2) ()) (4) (5) (6) (7) (8) (9) (10) 

Hoiaemaker $240 $250 $260 $270 $280 $290 $300 $:'1J,O $,20 $))0 

(e) OP1tION'AL SCHEDULE FOR CLASS III AND IV AGENCIES.ONLY 

(1) (2) (J) (4) (5) (6) 

Director. Class IV Agency $76o $790 $820 $650 $880 $910 
Director, Olass III Agency 730 760 790 820 850 880 
Case Work. Supervisor II 680 10s 7'$J 7S5 780 805 
Case Work SU~rvisor I 6!)0 67.5 700 725 750 77S 
Cue Worker III 570 59!5 620 64.S.· .670' 695 
Case Worker II 51S .5)5 555 5?S 59S 615 

.. Case Worker I 470 490 ,510 .5~ 5!SO 510 

(2) Each county must sel•ot a. six oonseeutiv~ step .compensation plan for th• 

welfare de1tpa.rtment.,. child:r•n's board and juvenile court from thtii Group l 

schedule, and au.st alao select a sh conseoutive step oomp1·msation plan for 

the welf art; depart.me nt, children' s board and juvenile court. from the 

Group III sohedu~e (Schedule A, 1•6; SOhedu~ J3, 2-7; Schedule C, )-8; 

Schedule D, 4-9i Schedule E, 5 ... 10). Sohedule1 under Group. II apPly only to 

positions of juvenile court a.tt34hed start opera.ting under the merit system. 

Schedules under Group IV apply only to positions in the welfare depa:rtment. 

The corresponding six salary steps MU$\ be used fOl" all position olAEU.d.fiOS.

tions under ea.oh group. The oonsecu.tive $ll step range used in Group I• II 

or III need not be the sam.e conseautivet six step range \teed in Group IV. 

Exampl•: A oounty maf select Schedule "Dn under Group r or Group II or 

Group II! whioh would be applicable to all poei tions olaseitied under thest 



groups. and at thtt sMB time s4'leot Sahedu.le "A" under Group IV which would 

be. applicable to the position classifi$d under that group. The juvenile 

courts and the ohUd:ren 'a boards operating under the mtrit system Will be 
' . ; 

deemed to be under·the same schedule or sohlldtllee adopted by their 

re$pective ccmnties tor the Weltare Department unless apptOpriate a.et.ion 

1$ taken in adopting a ditf'erent sehedu.1e or 1chedulea., 

(3) The optional schedule may be selected by Class l:tI and Class IV agencies 

only. 

(4) County a.otion in adopting the sohedul•S shall be b;r formal aotiQn by the 

county board o.f supervisors or by the county board ot public welfare or 

by the county juYenile judge or children•' boa.rd if del~gated thi$ 

responsibility to~ setting salaries of per$ons aubj$at to the provisions 

ot the county merit syst• rue. A certitied oow ot the county• s act1Qn 

electing a:r,>eoific schedules shall be t11$d with the Division o:f Publio 

Assistance. In the absence of' speoif'ic action Schedule A shall be deemed 

to apply to all groups. This plan shall be applieable to all olasses ot 

positions in the agency ettective not la.t,er than July l, 19ttJ. 

CS) A ohange in one or more salary sohedulea imw be made a.t ant time. Such 

change shall also b~ by torm-1 action by th& county bo&i'd of $upervi.$ora 

or by the county board ot public 11elf'are or by the county juvenile judge 

or child.l7en 1s board if delegated this respon$ibil1ty tor setting salaries 

of persons ettbject to the provisicns ot the county merit syst-.m l"'ule, arid 

a oe:rti£ied 9op;r 0£ the action taken sh.all be .t'iled with the Division. 

showing the date ot adoptton and the effective da.t• ot the new sal&t7 

schedule or schedules. 



(6) At least the minimum tor the olas• shall b$ pai::l, and th~ maxiimim is the 

highest rate on which reimbu.rs;ement shal 1 be made. Interm$(:fb.te s\$pi 
' ,, 

PW'-PA 10.27 (l) is l'& .. numbe1"'ed to read l0 .. 27 (1) (a). 

PW-PA l0.27 (l) .(b) is created to i:"eadt 

(b) It at the time this oomptlnsation plan goes into efteei the salary of 

any employee. does not aoinoide with one of the step :i.ntervals as a result of' a 

ohange in range or inc~ment for cel'tain chss•us ot posi tiQn$ • aciju.stme?l.t need 

no't 'be ma.de until the next salaey ino~eaiJa is ~ranted, ·but no later than 

January i. 1964. 

PW-PA 10.28 (6) is Ul$ll:ied to ?"Gath 

(6) During 4\ period ot emergency when an employee is required t(;) at!JS\Wle 

responsibilities or a more advanced position• an i~crease or more than one step 

and at. an iriterval, ot less tha.n one year may be granted tor the period ot the 

PW•PA 10.jO (2) is amended to read: 

(2) BASIS FOR AttocATION or COUNTY AGEltC!ES 

(a.) Clueifieation 

Clue I Agencr 
Class I! Agency 
Class :trl: Agency 
Class IV Agency 

f!o1nts 

l to and including 15 points 
16 to ~d inol'Uding 25 points 
26 to arid inoludinc 40 points 
41 points and over . 

(b) Agenci«ts will oo classified on the basis of the above point system.. 

(o) Ihou.mbenta in agencies classified on t.he basi$ of the nev allQCation 

will not be reduced in claesif'ioation it the agency u later l"e-allooa.ted to a 

lower class because ot a reduction in agenay points. 



(d) Directors of county agencies who have qmU.ified for theit- positions 

will not be requited to ru;rth~r qmuify because ot any fu.ture charge in agenoy 

points. 

PW-PA 10.,2 (l), (2), (:H, (l}); (9). (10), (12), (t3), (14), (15), (16) and 

(17) are ~ended to read: 

N ... PA. 10. )2 dounty Merit System. Clasaifib~tion plan. (l) OLA.SS tt'rl$ t 

DIRECTO~ ... CLASS IV COUNTY JJEPART.MF~Nf OF PUal.1lO williARE OMtY. . (a) '.Dtttinition. 

Within the authority delegated by "*e, eounty bt;>ard of 1$Upervi$ora, and n.nder general 

fJUp4!trvbion or the county boa~d Qf public welf'are and the Stilt.a '.Department t>t PubllQ 

Welfare, to senre a,$ the exec:mt:i.ve and aduiini1trative otfioer of a oounty d~partment 

of pu'blie welf"are having 41 point.a or Ml"$• (See PJl.,.PA: io.30) 

(b) Characte:ristio Dutiee and Responsibilities. J.. 'to be :rt!tspon3ibl& for all 

phases ot the public wel!are program in a Class IV agen.01 and .to plan, organize, 

direct, and coordinate the work ot the vtU-ioua units ot adltlinistrat.ion tor the 

•ttieient and efteetive operation ot the program; 

2~ In ccmeultation and agraement with th• county b&1:rd ot public ttTelfate to 

be responsible for financial planning, including prepaJ;"ation or btidget.s. maintenance 

of fiscal .qontrols • tmd, submission of required reports to the oounty board; 

'· To determine personn~l T$quirem.ents and to be re•ponsible !or the appointw 

ment ot statt with the approval of' the county boa.rd of public 11eU'are and in 

compliance with the county merit s7stem; 

4. To organise and administer $. foma.11.ztd, comprehensive an,d effective staff 

develo~ent progl"~. including in-service training and appt-opriate use of other 

educational resources. 



5. To eoQperate with repreaen.tati v~s ot th& state department in the opera""' 

ti.on and development o:f the cotinty welfare J,rogram; and to direct the preparation 

and submlssion of requ.:i.red :reports to t.Jte state d•partmenti 

6, ·To be reapom>ible for obtaining the act:tv~ partie:lpat.ion ~t the eotmt1 

board of puhlio welf$re in policy mak:ing. in co•,mity interp:ret.Ation, and to 

bring to the board any and all Ill&tter$ on which it is appropriate tor the adminis~ 

trator to seek the board's advice; 

?.~ 'to be re$ponsible for the publie :rela;t.ions ot the eount.y agency and fol" 

the interpretation of the publio welt~e progriam to the eommunity; 

8. 'to engag• in oonterences with the super.viser-y eta.ft and· to be responsible 

for pe~odie staff evaluationsJ 

9. 'l"o eoope~ate with othei- ttg$nci~s, ottiota.le arid eitbens in planning fer 

oOlm!tunity servioes; 

lO. To atimulat&.~d supervis$ reeef!l"ch pertinent to th$ developl'llElnt ot th& 

county welfare prQgram .. 

(e) Qualifieatiort Requirements. l. Minimum ach.1oation and ~:itperience. Five 

year$ of tuJ.1 ... tbt• paid ~ployment 'W'i thin the last nine years in public oi- V'<>lttntaey 

wl.f'are t-tork :in an a.dtninistrat:i.ve or pro:fe$slorta.'t oap!lllit\Y and graduation fl"Qr.t U& 

aoorf#diied four ... year college or \1nivt1Jrsity. Graduate study in an aec:redited 

eohool of sooia.l work may be su.bstitut~d for two years of the qUAlitying exper ... 

ience on a yea:r tor year basis. 

2., Knowledges. a. 'thorough knor.·1ledge ot t:rrganization and :f't1noti.ons ot stat. 

and '.).ooal governraenta, including !:inane~; with partioul~ r~ferenee to their 

implications on the ootmty level. 



b. Thorough knowledge of lillaeonsin public walt'are laws and of pertinent 

provisions of th..,, federal social security act, and familiarity with laws, regu

lations, and· practices pertaining t,o other .t'~derat; pu.blie welf'ArE! progrtmis and or 

public and pr.i.v~te agencies in the state pr-o~iding apeoial services. 

o. Extensive knowledge ot modern adtirl.nistra.ti'(e praoti<HtS end procedures, 

~dget;tng and ruoal. mmagement, publio adm:tnist:ratton, a.nd personnel management. 

d. Considerable krt.<>ffledge ot oµrrent social and eor.mo.l'lrl.o problems and the 

wa;y in whioh these problems artect fantilies and individual.$• 

e. Considerable knowledge of hnman behavior and the basic principles and 

?ractices of social casework. 

~. Abilities. a... To work with p!i!ople; to exercise good judgment in appraising 

sitm~.tions, ma.king decisions. plann1rig and directing work. 

b. Competency in public rel.at.ions demonstrated by ability to prOlllote and 

develop the public intere$t, tmderst/!1l'lding, and support in the objeotives and 

benefits or ~equate oommurd.tr welfare servic$s. 

4. .Personal attributes. Satisfa~toey appearancua and poise; trustworthiness; 

and integrity-. 

5• Physical cha.raeterisM.oss.. Good physie(:il oomition. 

(2) CLASS TITLl~.h DIRFiC'fOlt .... cuss III COUNTY DEPAR'rM.Jnrt OF PUBLIC WELFARE 

ONLY, (a) Definition. Within the authority delegated by the county board ot 

aupeN:i.sors, and under' general supervision of the county. boai"d. o:f public welfare 

and the Stti.te nepat"tment of P,tblio \<feltlll"e, to serve as the executive Md 

admini$trative otficer ot a oou.nty dep!rtment of public wel.ta.re having 26 to and 

including 40 olassitica.tion poi,nts. (See PW-:PA 10.:}0) 



(b) Characteris·bio Unties rod R<!itponsibili ties. L To oo responsible f'Qr 

all pha&eEI of the public velf are pl'O$l'M in a. olasa III agency and to pl.Rn, 

org:anize. dire<rt. and eoordinate the work ot the various units of administration 

for th& ettio:lent and effective o~at:ton of the program; 

2.. In oonauJJ:,ation and 8.greement 'Co!'ith the county board of publicvwelfa.re to 

'be responsible for financial planning, including pr~par-ation ()£ budgets, nl.Qi,nte ... 

nance of .fiscal controls, ru:td si1bmission of required reports to the oounty board; 

). To det&mine personn~l req,~i~nts and to be responsible for the appoint ... 

1nent 0£ staff. with the approval of the county boal."'d ot public welfare and in 

compli~ce with the cmunty merit systemi 

4. To or'gro1i6e and adndnister a fomali~edr oo-ni.prehensive end ef'teotive etatt 

developm(!lnt progrM, ,incl~1ding in:~se:rvioe trainitlg and appropriate use ot othet" 

educational resou:roes. 

5, To ooope:rate wi.th repri~aemtatives of' the stE1l:l:.e depe.rtment in th<~ operation 

and developr11.ent ot th* county weltare program; md to dii'ect the preparation and 

subfilission of required reports to the stat• department; 

6. 're be t'eeponsi.ble for obWnin~ the active p1Wticipa.tion of the county 

boa.rd ot public weltM;"e in policy making, :ln coflU!lunit.y interpreta,ti®• and to 

bring ·to the board imy and Ill l •t ters on which it is appropriate tor the adminis

trator to ieek the boa.rdh:s advice; 

7. '!'o be responsible tor the ptiblic relations of the county 11gor1c1 and tor 

the interpretation or the pu.blie welfare pt-ogram to the aormiru:nicy; 

8. 'l't> engage in oonterenoee with the sllpervisoey eta££ and ~ovbearespbnsii:Ole 
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tor periodic stat£ evaluations; 

9. To cooperate with other a,genaies, officials and. a1tbens in planning 

for oommunity services; 

10. To stimula.:t.e and supervise researoh pertinent to the development or the 

county welfare program.. 

(o) Qualification nequirement.s. l. Min:brum education and ex.perlenoe. Fottr 

yeare of full-time paid employment within the last nine years in public or voluntary 

welfare work in an administrative or professional oapac:i.ty and graduation f'rom an 

acol:"edited .t'our ... year college C)r university. Graduate study in an accJ"edi.ted school 

of eoeial work lllaY be substituted for two yea.rs of the qualifying experience on a 

year for year basis. 

2. Knewl.eclges. a. Tbol:'ough kti,Qw'ledge of organization and f\moti.ons c·f 

st.ate and local governments, including finance, with particular r~£erenoe to their 

implications on the oounty level. 

b, Thorough k..nowledge of Wisconsin ptiblie welfare laws and of pertinent 

provisions of the federal social security act , and f ailiari ty with laws• :regu .. 

la;tions, Md practices pertaining to othex- federal public welf !ll"e program.a ~.nd ot 

publia and private ag~nci&s in the ~tate pr>oviding special eerviees. 

o. EX+.enaive knt.ltilledge of modern adrdnistrative praotic$a end procedures, 

budgeting end .fiscal management, p11blio administration. and p~r sonnel t11anilgentent. 

d. Considerable knmrledge of eurrent social and economic pl"Oblems and the 

way itl which thtiSe prob1tmlts a:t'f"eot families and indivitfoa,ls • 

e. Ccmsidorable knowladge of human behavior and the bMic p:rinoip1(>6 and 

practices of social casework. 
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3. Abilities. a. 'fo work with people; to $xe:rcise good judgment :in 

appraising situations, making decisions, planning and directing w.ork. 

b.. Competency irt public relati(ma demonstrated. b1 ability to promota and 
develop tha public intereat, uttdi&:rstard;i.ng, and support in the objeotives and 

benefits of adequate. community welfare sservices. 

4. Personal attributes. Sa.tistaotory appeara.rice and poiset trustwortbinesa; 

and integrity. 

;.. Physical characteristics. Good physical. condition. 

(3) CLASS TITLE: DIRECTOR. - CLASS I~ COUNTY DEPA.RTMENT OF PUBLIC WE!FARE 

ONLY. (a.) Definition. W'ithin the 9,ttthority delegated b;Y thi!i. county board ot 

$Upervisors. and under general $1.:lper"ltieion 0£ the oou:nt:r board ot public welfare 

and the State Department 0£ Public W•lf'are, to serve as the executive and adminis ... 

tratl.ve ot.f'ioer of a co~t:r department of publio welfare having 16 to and iMlltding 

2!S olassitication points. (See '.PW·PA 10.,0) 

(b) Characteristic Duties and Respctnsibiliti&s. l. To plan, organir;e, 

dir~t and coordinate the work ef the statt members in all phuas of publ,ic:t nlt"at"'e 

in a class XI ageney t'ti!l" the et£:\.oien\ and ett'eot.ive oper-.tion of t.ht: pl"Ograll; 

2. tn coneultati.on and agreement with the county board or pu'blio w-elt~e to 

make f~nanolal pll.Uls including prepar;ltion ot budgets, ms.tntemmoe of fi.$oal eontrol 

and submission ot raquit"ed Tepo~ts to the county boar<h 

3. To det.~rmine personnel l"'equirement• and to be respensible tor the 

appointment of statt with the approval ot the count.1 board or publie welfar• and 

in compliance with th$ oottnty merit system; 



4. To organize and administer a tor~ali~ed, comprehensive ru"td. etteetiv• 

staff developnent. progra.m, including in-semce training and appropriate use ot 

other educational resources. 

;. To cooperate with representatives ot the state department in: the operation 

and development of the county wel.tar~ program, and to IJl"•pare and submit required 

reports to the stat• department; 

6. 'to obtain the participation .or the county board of publi¢ welfare in 

policy ma.king. in community interpretation, and to bring to the board any and all 

matters on which 1t ia approp:ris.ts fbt" the adain:tstrator to seek the board's advice; 

7. to maintain good public relations and interpret the public welfare prograJll 

to the communi t.y; 

8. To plan for regular sta.tt Jteetinga and aonf'e~m:ut5; to rria.ke periodic staf'.f 

eval ua:hiona i 

9. To ooop$rate with other agencies, of'f.icl.als and citbens in planning for

community $e:rvieeG. 

(o) Qualification Requirements. 1. Minil'll:mn e<-hloa~ion and experience. Three 

yea:rs·or full-time paid emploYl'tent within the laat eight years in publie or volun• 

tary welfare m>rk in an adxninbtra:Uve or prote$sionu capacity end graduation t~m 

an accredited .tou.r•ye~ college or university. Graduate stuey in an aoci:-edited 

school of social work mq be substituted tor two years or the qualifying experienee 

on-. year tor y-ear basis. 

2.. Knowl~dges • a.- Thorough knOltledge of organization and fun¢t:lons 01.' state 

and local govel"?Unenta, including t':in:moe, with particular re.ferenc'1J to their 

implications on the county level. 



b. Thorot1gh lmowledge of Wisconsin publ~e welts.re laws and of pertinent 

p:rovi sions of the teda:ral Emcial sacuri ty a.ct, and t am.iliru:-1 ty with laws , regu.,. 

lations. and practices pertaining to other federal public welfare progr$.ms and ot 
I : ' < ' ' ; ' I • ' 

public and privat$ a.ge~ies in the state providing special services. 

o. Considerable knowledge ot modern administrative p.ra.cticea and prffedures, 

budgeting and fiscal management, public administi-ation, and personnel !llanagement. 
'' • I ' ' l ' ' ' 

d. Gene:ral. knowledge of current social and economic problems and the way in 

Which these problems affect families and individuals. 

e •. Conaiderable knowledge of h'lt!Wl b$ha.rlor and the basic principles and 
' ' . ' ' ! . ' • 

pr-.ot.ioes. ot sooial Ca$ew<>rk. 

:3• Abilities. a.. fo work with peopl~1 to e)Cercise good judgment in 

appraising situati.ons, making d•oidt.ms. planning and directing work'. 

b., To give e.ff'ectiv-e leaderehip in the development and administration of $. 

oou.nty public welfare program. 

4. · Personal. attrtbuteth Satisfactory appearance and poise; trust'Worthiness, · 

and integrit7. 

'• · Physioal oharaoterist.1.os. Good physical condition~ 

· ( 4) CLASS TI'I'Lm: Dlti~TOR ... CJ:ASS l COUNTY DEPARTMEM'T OF PUBJ'..iIC 11fELFARE 

OliLY·~. (a) De.fi.nition •. Within the authority delegated by t.lle oounty bOal'd ol 

supe:rviaors. and under g&nerru. supervision of the county board of public welfare 

and th~ St.ate l)$partment of Public Welfare, to $erve t\B the executive a.rid adminis~ 

trative ot.fic•r o:t a county department of public welfar• having l to and inolu.ding 

15 · alaasifioati:on points. (See FW-PA. 10. :;o) 



(b) Characteristic Duti"s and Responaibiliti~s. 1. To pl~, o:rgani:oe, 

dire~t and coordinate the work of. the sta.tr mmbers in all pha.ses of public welfare 

in a class I agency for the ettioient and e£.tec,tiV'$ operation ot th~ programi 

2. In consultation and agr&$m.&nt with 'the county- board of pu.bl:i.o w4$lt'are to 

maku financial plans including preparation of budgets, maintenance of .:f'isc-1 oontto1 

and sttbmission of teqt1ired reports to the county boa.rd; 

:h To deterrnine personnel requirements and to be responsible tor the appoint ... 

ment ot staff with the approval 0£ the count1 board of pub.lie welfa'.re and in 

compliano• with the county merit systein; 

4. To o~gartize and administer & tor!.'ll.alized, comprehensive and etfeetive staff 

development program. including in ... sarvice training and appropriate use ot other 

edu.ca.tional resource'. 

5. To cooperate wt.th repr~senta.tives of the state department. in th• opei"ation 

and development ot the county welfare p:rcgriam. and to prepare and submit required 

reports to the state departmenti 

6. To obtain the pai"tieipa.tion of the eou.nt1 board ot ptlblic ·welfare in po1'.cy 

m$king, in coxmmmity interpretation. and to bring to the boa.rd tmY and all matters 

on vhioh it is appropriate for the a.dndnistrat<?r to seek tho board's a.dvioei 

?. to maintun good public )."elations and intt~rp:ret th'* public welfare program 

to th$ communit7; 

8. fo plan .fot )."'egulru.- stat£ meet.i.ngs and conterem•S • to make periodic staff' 

evaluations; 

9. 'l'o eooperat.e with other agencies, otfia:bla and citizen~ in planning for 

aommunity services. 



(o) Qualification Requirements. 1. Minimum education and experience. 

Two years of .f'ull-tima paid employment within th~ last seven years in public or 

voluntary weJAre work in an administrative or prof•s$ional capacity and gradu~ 

ation front an accredited four-year college or UJ\ive:rf3i\t• One success.t'ully completed 

year of graduat• work in an aoaredited school of social work u.r be suwt.itu.ted 

.for one ;year of qualif'y'ing e:itpel*ienoe. 

2. Knowledges~ a.. Thorough knowlMge of organization and i'\mctions of state 

and local governm~nts. inoluding finance. with particular re!'erenee to their impli ... 

catioru~ on the oounty level. 

b. 'fhoro11gb knov1l•dge of Wisconsin public welfare laws and of per-tinent pro ... 

visions of the federal soaial security act, and f~lim-ity with laws, r~gulatioM; 

and practices pertaining to other federal public welfare programs and ot public and 

pri va.t• P.,geneiea in the state providing special ee:rv:tcuse. 

e. Ferd.liarity With modern. administrative practices and prooedwea. budgeting 

and fiscal management. publi¢ admin1$tration, Md personnel management. 
' 

d. Genet-al knowledge of current soeial and aC)onomio problems and the way 

in 'Which these problems atreot families and individuals. 

e. :Knowledge ot human behavior Md the basic principles and prlaotioes of 

social casework. 

'· Abilities. a. To wo:t'k with peopleJ to exercise good judgment in 

appraising situationa. meking decisions, planning and directing work. 

b. "1'9 gh·e e.ff~otive leadarship in th~ devel()pment and admini6tra.tion of a 

county public weifal'e.program. 

4. Personil attributes. Saiisfaotory a.ppearanae and poit:H:H trustworthiness, 

and integrity, 
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(9) CLASS TI'rLEt CASE WORKER ll. (a) Definition. Under appropriate 

supervbion perfoN$ sooitl e~&wo.rk in the programs of the eounty ageno7, such a.a: 

public assistance, child wlfai"Eh juvenile aourt aervices; and perfonu othe:r 

.t"elatttd work as assigned. 

(b) Charaet$ristic Duti.es and ResponsibiliU.es. l. With appropriate supel" ... 

vision and more latitud• for 1ndividWil judgment may pe~form any of the dutie• ot 

a Ca..se Worker I, Md/or one or more ot the following; 

2. Services a caseload involving pe1"ooruu and social behavior pt'ohlems whi®. 

requi~e special study• planning and treatment, 

'· Providei:J social. services appropriate to t~ olient • s problem. gives . 

consultation. makes retettal OJ!' takes other action; 

4. Is responsible for tJ!plo:ra:t.oq and diagnostic intake and appropriate 

worker referral; 

5. A<ft.s as the agency t\mu,.:rgenoy welfare worker with responsibility for 

preparing prooech1res • condueting training sesstons • and interpreting the emergency 

welfare progr~ to the oommunit,-. 

6. Develops $Atisfaotory plans tor case-work services in cooperation with 

available local and state welfare and health agenoies; 

7. Serves as an aaaista11t to the director• judge or casework supervisor in 

carrying out speoiftc program assignments or duties. 

(o) l<inil!1\tm Education and Experience. 1. Graduation r:rom an acoredited 

tour.year college or university and completion of 12 graduate c~edits in an aoaredited 



school of social wol"k. Each ;rear of full-time em:plo;vm~nt a.a a oueworker in a. 

public. or voluntary agency may be substituted f"er 1ld.x ot the above mentioned gr'adu ... 

ate credits providing the require~nt$ for an In•Servic• t~aining Qerti!ieai• 

have been met and such certificate issued bf the Statflt Departraent ot Public Wel!are. 

This certificate is awarded upon oompl.f!tion ot 180 hours Gf pa:r>ticipation in 

sta.f'r development. actiViti.$8• e.g.• o?"ill)ntation. workshops and institutes. Per'

ma:nent employment status as a Case Work&J:" I Md a minimu.!Jl or f'iv-e continuous years 

experience in this capacity may be substituted for the college ro1d graduate credit 

requirem.ents providing the requ.irements for an In ... Serv,i.oe training certificate 

have been met and suoh oertifioate issued by the State Department Gt Publie Weltal"t. 
I 

2. l(nowledges. a. Oonsiderabl~ underatanding of hUitian growth and behavi.ot-. 

b. Considerable knowledg• ot eUJ"l'ent IOcial and economic problems and the 

wa:, in which th•3e p~oblem$ aft~ct families and individ~al$. 

c • Considerable knowledge ot laws• regulations and practices pertaining to 

.f$der9.l ~nd $rta.te public welf ue progra:tns • 

d. Considerable knowledge of welfare and health r~sourdes, and ways in 

whi,oh these ret;:ouroes m.ay be made availllble to people in ne~d or th•. 

e. Consider-able knmrledge ot approved eooial work prinei plea• methods and 

pra.etioes. 

). Abilities. a.. To provide cu~.scn1ork service$ adequately 1.md skillfu11y. 

b. To plan and organb~ work to Jl'l.Ost eftect.ively achieve prograJa objeoti:ves. 

c. TQ relat~ to peopl~ in an unprE!tjudiced and unde:ratanding manner with 

concern for thei~ oiroumstanoea and fe~ling. 

d. To prepare and maintain necessary records and reports. and to under$t&nd 

and follow oral or written instl"Uotions. 
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e. To work; oooperat.ively and etf.eotively with looal otf'icials and with 

public and voluntt.U"y' ageneiesw 

4. Personal a.t.t.itudes and attribU.tes. Acceptance of individual dif .ferences 

in people, recognition ot worth and dignity 0£ individuals, aensitivit)" to h~ 

feelings and needs• :reeognition of society• s responsibility for h'llltU!ri welfarei . 

pride a.nd satisfaction in being assooiated with th@ governmental agency which 

provides such ~ervicea; satilllfactory appearance and bearing; energ; emotional. 

ma.turitya reliability; taot1 integrity; good judgment.; skill in hu.m.att relationships; 

initiative; and resourcefulness. 

5. Rhysica.l oharaoteristics. Oood physical conditiOn. 

(10) CLASS Tl:TLE: CASE WORK.ER x. (a) Definition. Under appropriate 

superv:i s~on i•1 a county agency makes finrmcial · investiga.tiotl.$ and s<:>cial studies of 

persons and :f'atdlies in need ot finaneial assistanoe anti/or oase1ro:rk ae:rvice, 

makes recommendations tar admini$t:rative deaisioruJ. and performs othet- related work 

as at1signed. 

(b) Charaoteristic Du.ties and Responsibilities. l. Aceepts requests and 

referrals to:r public usistanae, child welfare, juvenile court sarviees and related 

welfare servioes * . determines through intel"\iiews, home visits, and collateral j_nvesti

gations the ~ligibil~ty of these individuals and f1milies; 

2. Explains the seope ot the agency• s services and discusses the client• s 

right$ and responsibilities in relation to his use ot. sueh services; 

'· Secures verifying evidence pertaining to social histoey and need.. suoh 

as reeords of birth. marriage, income, resources, and propert7i 

4. Deterlllines the extent of need through $. bltdget, identifies pe:rsonal and 



tam.il;r problems, and eu.OO!its tor approval pllil.f1s tor financial aid and servioe, 

including the initial p~ent. subs~quent changes am disoontlll,utmoes~ 
5,. Plans with the supervisor for social services approprb.te to t.he '1lient•s 

proble11 and for oonsultation, referral or other aotiona 

6. Continues oonta.ct11 with clients by reviErtdng their econonde and social 

•ituations as neoe$Sary, and reoommends modification of the original plan as 

indicated• 

7. Maintains cue records aont.a:i,ning pertinent, a.acurate and current inf'or• 

:mation, prepares oorresponden<:ew reports and other records aa required. 

B. Acts as the agency emergency welfare worker with :responsibility ror 

preparing proced,u•ets. oQnducting training eest1ions. and inte:rprei;.i.ng th• 

emergency weU'are program to the community·. 

(fa) Qual!fieation Requirements. 1. Minimum education ~ exper:tenee. 

Graduation.from an accredited four-year college or university. 

2. Knowledges. a. Some under-standing ot htma.n growth and 'behavior. 

b. Knowledge of current $ociJtl and eeonotdo problems and the wa;y in which 

these problelQ.$ atfeet families ~ individuals. 

:). Abilities., a. 'to acquire and apply within a £ew nionths, a good working 

knowledge et laws. regulations and pr&etioe$ pertaining to federal and state 

public welfare programs. 

b. 'to aeqnire, within a few months, a. good working knowled~e ot oommunit7 

welfare and health resources. and W'$¥S in which tht$e resources m.a:r be us•d by 

people ~n.need. 

o. To plan and organize woTk to IMlhieve most effectively program objectives. 



d,, . 'ro relate to peoph~ in an unprejudiced aid understanding rJ.tanner with 

coneern for their oi:rewnstanoes and .feelings .. 

e, To prepare and maintain necessacy rQoords a.nd reports, and to .under-

. ' ' 

t. t'(I develop skill in human relationships. 

4.J . Personal attitudes and attribu.t~s.. .A.coeptanoe of individuai <U.f'reretwee 

in people, recognition of worth am dignity of' individuals, sensitivity to humAA 

fe~1ings 1md needs; recognition of society• s responsibility f'o:r human welfat•; 

pride and satisfaction in being as$ocfated With the governmental agency which pro

vides ~uch ser.vieeo; sat:ts.t"actofy appearance and ®~ing • en•rgy", \i'Motiortal · ma.tMri tY•, ··· 

reli&bili~; tact; integi-ity; good judgment .. 

· 5.i PhysicB.l ahar84terist.ios~ Good pnysieal condition. 

(l2) CLASS T!Tt.~; !DM!Nl!S;'.l;JtA'f.I\tE ASSISTANT . (a). Detinitton.. Under the 
· · , 1 . ' ', .. I 

general supervisi<>rt of the director of a. Class III o:r rt tl.gency, judge 02' 

ohildnm•s bo~. supervise• olerlO~l •ilPloyees, d/o~ pertol'IU speclallzed cltrl~&l. 
:f\mctions of considerable di!'ticulty and re$ponsibi1ity cal,ling for thorough 

tatliarity with ~eney regulations and prooeduresi and performs other work a.s 

assi"n~d, 

(b) Examples of Work Performed. 1. Serves ~ the ohi:et clerical employee 

or otf'ice man~er • and in that capao,~ty IllJ)~Y $Upervi~e a. olerieal ru1d $tenog1"aphic 

l.ilta.rr. 

2. Plans and is. :ttespondble f'or tht"t ilow of work; assign~ rµid cheeks wotki 

and instructs the staff in proper ot£ice procedures. 



'· Wol"ks with the agency administrator in ~eparing budgets ot estil'liated 

expendi tur•s, county board repo:rts, and pr~paTeS correspondenee and reports•· , · 

4. Xs :reeponaible for the record work involved in the purchase and issuance 

of supplies and equ.ipment neoeasary for the operation ot the agency, and the 

maintenanoe of a per_p0tual inventory .record. 

5, Is respon.sible tor the o1erical. work in. the handling ot property trans ... 

action~, including v~ri!i.oation or property values, filing and disp<n;;itioq '·o.f liens, 

.and prope~y management. 

6. Is ~esponsible £t>r the a.genoy• s fiscal proeedureis. including the ;':'t'epara ... 

tion 0£ payrolls and related financial and atatistieal repqrts. 

(o) Qualifieat:lons. 1. I>esirable training and experience. Grad1,18,tion from 
I 

a QGllege or university of re4ogni~ed standing; and one year of respc>nsible office 

experi~nce. Additional experiEWO$ may be s\tbstituted. t.- college. education on a 

year for year basis.· 

2. Essential knowledges and a.bilitiets. Considerable knowledge ot the 

.funotioM, p~edill"es, organization and governi~ laws and regu.lat1.ensrx~.t the 

administratl.on unit involved; <U>nsidel:'able knowledge of modern ofi"ifle practices, 

proeedures and equipll.lent; worlcing knowledge ot the fundamental pra<:tice• ot 

public) administration5 E\DiUty to carry out s}:l$oial and general. usisr~'11~nts requiring 

organi~ation of material and development of procedures w:i:thou.t dii"ect supervision; 

•bility to exercise judpent and diSoretion in the appli~ation and interpretation 

Qf,departmental policie$ and :.regulations; ability to initiate and install admin· 

1.$~-.t"'a.tive procedures and to evaluate their ei'fe~tiveness; ability to establish Md 

maintain e£feotiv0 relationships with the publie and other empleyes. 



,. Per-sorutl attitudes and attribute!). N'$atness in appear-anoe and worki 

emoticmal ma.tu.rit;y; objeotivi.tya ·:resourcefulness; initiat:lv:e an.d reliability. 

4. Pbysieal oharac.rt.eristicus. Good physici:al · oonditic.m. 

(13) CLASS 'llTLlh CLERJC III (a) Definition.. Undel" general supervision in 

a oount;r agency supex-vi.ses clerical empl~yees • and/or pe:rf'orll'l$ special.bed clerical 

tun"tioll$ ot ootiSiderable diff'ienlty and responsibility etalling tor thorough ' 

.tamiliari t;y With agency regt.tlati.ons and p:rocedu:res 1 and ·per torm$ other work as · 

assigned. 

(b) Examples of: 'Work Pe:rfomed. 1.. Serves u the chief clerioal employee or 

office manager in a Class I Qr II agency-, and in that capacity may supervise 

Cl$rical EUld atenographid staff. 

2. Plana and is responsible tor the f.J..c.,w·ot work; assigns and oh.eeks work; 
. ' 

and inotr1wts thc.t staff' in proper otfiee prooedUl"4Js. 

3. Work$ with the Qg(:,may administrator in preparing budgets 0£ eetim.at•d 

expem:U.tures, co1int1 °bQ$.rd reports. and prepares oorl'$spcmdenoe (!tld :reJ»r\s. 

4. :ts :respcmsible .f'o:r the record work involved in th$ purchase and bauance 

ot supplies and equipment neoeseary tor the operation ot the agency, and the 

rnaintenanae of a. perpetual invento:ey ):"eeox-d. 

5. I$ responsible tot' clerical work in the handling of property t1:'&nsactions, 

inaluding veri:fioa:hion of property values, filitlg and dispo:.~ition c>fliens. and 

property management. 

6, Is resl)()nsible tor the agenoY.•$ fiscal procedures, including t.:he prep@a.

t.ion o.t' payrolls and ?'$lated finanoial and $tatiatical reporte. 

7. Asen.was a major< role M medical clerk keeping medical records, preparing 

med1oal reports. and when delegated authorizing medi~al oare. 



(c) Qualifications. 1. Desirable training and experiEiooe.. Graduation from 

high sohoQl, pre.tefabl;y With blls:lness 00\l!'i'Htl or additional bueinesta sahol)l training 

and .f'otir years or off.ioe exp&rienrie of 'Which one year shall have been on t:Jupervi•ol".Y 

or ta.i:rly dif':fieult and :responsible work; ~r two ;years of. sueh eXJ>$l:"ience and 

two yell:"s of ooll~ge ~r university training. 

2. Essential knowledges and abil:l.t:tes. Thorough knowledge ot of'f'~e 

pra.ot.10~•, and skill in their a.pplica.tiona thorough knowledge of' depar-t.l'fterttlll pro ... 

grama, operations and polio¥ with respect to· general functions ptrf'onued; thorough 

knowledge of commercial arithmetic arid business Binr{lish; ability +..o meet the 

·public and to get along w•11. with othere!; ability to lay out work f'o!'I others and to 

get r<~$ults trem their et:torts; skill in m•eting diff'icult and eomplel( otfic• 

situations. 

)., Pel."sonal attitudes and attl"ibutes. Neatness in ap~aranoe and woric; 

emotional maturity; objectivity; resou.roetulness; init!atiV'e; arid :reliabilit.yt 

4. :Phy$i,c~ charaot•ristios. Good physical oonUtion. 

(14) OLA.SS Tl.T'uE: CLER! IX (a) De:tinit;i.Qrt. Under supervision or subject 

to review in a county agency pertorms general olerl.f)al wo.rk ot a varif;ld natuJ"e 

calling tor tamiliat'ity with agency proe$duree and th$ exerei$e (Jf independent 

judgnient in carrying out assignments; and per:t"or>nt$ other work as a.tCsigned. 

(b) EXutples of Work Per.t"o:rllied. l •. With app:ropriate st1.pe:rvi1d.on and more 

responsibility for planning and carrying out v.ried clerical ae$ignnitUJ.ts. •81' 

perform any Of the dut~s listeJd under Cle:tk ! and in addition: 

2. Serves a.8 ole:rica.l unit or $ection $Upe:rvisor, El,Ssign$ work. arid l"evie'tir$ 

and approves completed work. 



3. Prepares requisitions• invoices. and 'receipts; cheeks bills against 

approved schedules; vouehei"s paym.ents • and posts to ledger aoao®te from source 

dooumentl!I. 

4~ Under euperv:tston pr-epares administrativG and usistance payrolls and 

related atatistioal and firuanoial ~sc¢rds and reports. 

5., Maintains central control f'iles~ 

6. Handles olertoal detail for ptl:rcibase and issuanee of wpplies 9.nd equip.. 

ment neoessary for the operation of tha agene;r, and maintains inv~nt,ory reoo:rds. 

(o) Qualif'ieationtt. 1. Desirable training and experienoe. Graduation from 

high school and t"° year$ ot off'iee experience. 

2~ Essential knowledges and abilities~ C<>ndderable knowledge ot modern 

o££iee methods and procedures; considerable knawledge of' bm1inaas English and 

spellil1EU a'bili ty to pa:rf©nm som.ewhl!t varied and difN.el11 t olerioal tRsks, and to 

give instruction$ t.o other olerical f)mployes pertonnu,g routine taekst ability to 

make arithmetical oQm.putatiorts and to ktep a variety ot rec$rds; ability to l!ieet 

th~ public and to get 8.).ong well with oth@X'tO ability to unde:rstand and oarey out 

oral or "W'l"itten instructions. 

'.h t>ersonal attitudes and attrtbntes. Aptitude tor office work; neatness 

in appearl'UlCe l!ilid work; accuracy in detail; willingness and adaptability; alertnessi 

good mtmory; diaoretion in maintaining cenfidentiali'Qr'. 

4. Ph:rsiou characteristics. Good ph;Ysical c.ondition. 

(15) CLASS '!'I'fl.$: STENOORAPHE!R II (a) Definition. Under snpervision or 

subject to revi•w in a oounty agenoy performs general stenographic• seeretuial 

or clerical vork of a v~rled natul"e calling for .familiarity 'With agenc;y pl'.'ocedurea 



and the exe:roise of. indepandent judgment in ear:rying out aesigrunents; and performs 

other work as asaigned. 

(b) Exrunples or Work Performed. l. With ap~opriate su~rvieion and mo:re 

responeibili ty tor planning and oarrying ot:rt. varied olerioal assignment a. my 

pei'£om any t>f th$ dut!•s l:L~ted under Stenographer l and in additi.oru 

2. Serves as alerical unit o:r sectlon aupervisor, assign$ wofk and reviews 

and approves completed work. 

3. Prepares requisition.a. invoi«:'HMJ, arrl receipts; checks bills against 

approved sohed1ues1 vouchers paym.rints; and post$ to ledger lilecounts :f\'oom source 

dooum'E!nts. 

4.. Und$r supervision prElpa:r,es Mministra.t1.vl!:l and aadstance pey"Tolls ari.d 

related statistical and financial reeol"ds a,nd reports. 

).. Maintains central cont:rol .files~ 

6, Handles ole:rieal d.etail for the purehase and ism1anoe of supplies and 

equipment necessary for the opera ti cm ot t.h e agenoy, and maintains irtventory records. 

(o) ·Qualifications. l. Desir.ab.le tr!rlni11g Md experience. Oradua tio.n from 

high school inohtding or suppleti(mted by a course in stenography and typing and 

one year of office ~xperienoe inaluding. stEtnogl'."aphy and typing. 

2. Esaf,mtial knowledges and abilit.i.flst- Considerable knm.rledge of office 

practio~a and a1:>plbnoes; considerable knowledge of' oomeroial arithmetic. business 

Eng1i$h and spelling; ability t<:> take notes f'.rom dicta.t:i.on at a rate of one hundred 

net w0l.'d8 per minute and to transoX"ibe the notes on the typewriter> at a rate ot 

forty net. words a minute; ability to type neatly and cr>rTeotly .t'ro111 plain copy at 

a rate 0£ fifty· words a minute: ability to meet the public md get a.long well 
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"1th otherst ability to law out work for others and to get re$ult$ from their work, 

). Personal attitudes and attribute$. Aptitud'-' to:r otf'ioe work; neatness 

in a.p~ara.nce and wrlq aeouraey in d~tdl i willingtl(IJtH.t and adaptabilit7; alert• 

ness; good niemory J d.iseretion in maintaining ~on:f'identd .. aii ty. 
' . ' ' 

4~ Physical eha!'&atetistics, Good physical cQndition. 

(16) CLASS T!TIE: STENOGRAPHER I (a) Detiniti.on. Under immediatt super

vision in a county agency where procedur$s and regulations are ca.re:t"ully prescribed, 

per.f'oms stenographic and cl&riQal work and otb.~r work as a«Beigned. 

(b) ~pl&s of Work l>e:r:tormed. 1. Takes and transcribes dictation such as 

let.t~rs, Oa.$e history na:rrative. reports. ar office memoranda. 

2. '!'ypes a variety of material, such a$ p~11s, statistical and finlU'leial 

r~parts; Q11ts stencils. 

J. Pert'ornus a variet1 ot gett$t'al Qleric:uU tasks $Uch atil ttling; prepa:i"es 

sitlaple $tatistical l1l').d fin~neiai r.$p()rts• opens and distributes mail. 

4. Act• as receptionists answers the telephone; handle• routine inquiries 

and makes appointments. 

(o) Qualifications. l. Desi;rable training rmd expe:ri.tiJOOe. G:rad,1ation tram 

high school including Qr suppl•ment•d by a eourst in stertQgrapb7 &ld typing. 

2. Es$ential knowledges and abilities. Working knowledge of busin•s~ 

English and spelling; abilit1 to take ordinary diotatiort at a rate of eight1 net 

words a ~inut~ and to transcribe the notes on the typewriter at a rate ot forty 

net word• a lainute; ability to I!Ulke clean 3nd correct copies tram. corrected manu

script, and to ~et up and type simple tabule.r st.ateD\entsJ e,bility t<> make simple 



eomputationa and tabulations with reasonQble speed am accuracy; aptitude ror 

~lericu operations; ability to understand and carry ou.t' oral tmd written instructions; 

ability to meet the puolie and get along well ~th other>e • 

. ,. Pereonai 1Rttitudes and attributes. Aptitude tQr o.f.f'ice worki neatness 

in appearane$ and worlq 'accuracy in detail; Willingness and ~apta.billty~ alertness; 

good memciry; diacretion in mai.ntdning oonfidentialifu. 

4. Physical charaoteriatics. Good ph)rsic.Hu conditien. 

(l?) CLASS T!TL'E: CLERIC ;t (a) Detinihion. Under buuediate supal'.'Vision 

in a county agency where procedures and regulations 81"~ carefully prescribed, 
' ' 

performs general ele:rioal work t;m.d otheJ:> WOl"k a$ assigned. 

(b) Examples 0£ W<>rk Performed. l. Aota as teoeptionist t answer$ the t&le~ 

phonet handles l"'Quti,ne :tnguirie11; oheoka maateJ> indelt and refers persons to the 

app~op~ate statt members. 

2. Opens and distl"ibutes incoming Mail. 

'.h Sorts Md fileis mate:rial s k~eps oh.arge-out record$. 

4. Per:torms a variety of :routi,ll$ tasksc e.g., posts financial records; checks 

and veri.f'i<ts payrolls Md reports1 and reoo:rds as directed. 

( o) Qualitioati,ona • 1. '.l)esirable training and expe:rien¢ e. Graduation 

from high school. 

2. Essential knowledge~ and abilitie#J. Ability to make sinq>le oompU,tl;l.tions 

and tQbulatione with %"$a.BOnable gpeed arid acouracy# aptitude fo~ ol~rioal operationsi 

.. abil1;ty to understand and ea.rcy out ol"at artd written instructions, e,bilit;r to meet 
I , 



3, Personal attitudes and attribute$. Aptitl.ide f-o:r otf'iee worlq neatness 

in appearanQe and worki aoour$.Cy in detau. nlliugnesa tUtd adaptability; 

al$rtne$$J good memo:cy; discretion in maintaining 'oort£iaent.1.ali t;r. 

4. Physical Qharaeteristios. Good phyrd.oal eoooition. 

is creatEKI to :reiaci: 

(18) CLASS TXTLE: TY.PIS'!' U (a.) Definition. Undet"' supervision or 

subject to general review in a county agency performs typing and clerical work ot 

a varied natt1re calling f0r: familiarity with agency procedures and the exeroise 

of' independ~mt judgmant. in earr;ying out ~.ussig?L'll"nt•, and .perf'onas 0th.fir work as 

assigned. 

(b) Examples ot W'o:rk Perf'onned, l. With appropriate supervision and more 

re~ponsibility for plaml;ing and carry~ ot~t varied elerical U$ignments, :may 

perform any ot the duti$S listed und$r fyp~st l artd in addition: 

2. Serves as c1eri-0d unit or section supe:t"Vieot: assigns work• and :revie'Ws 

and approves co~pleted work. 

). Prepares req1,isit~<ms. invoices .• en,d receipts; checks bills against approvtd 

schedules; vouohe~s p~ilt.s; and post• to ledge:r ~cotmts from source documents. 

4. Under supervtsion prepares admirdstrative and usistanee pqro1ls and 

related statistioal a!ld financial reooflds and reportih 

,;. Maintains Of!l?\tral control tiles~ 

6. Handles .clerical d~tail fQr purche..se and issu~e or supplie11 and eqo.ip.. 

ment neo&$s&ry for the operation or the agency, and maintains inventory records. 
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(o) Qt.talitieations. 1. Desirable tra:tning and e.xperiem.u,lJ. Graduation 

. from high school including or supplcJntented by a course in typing and one year c:it 

office ~..xperienoe. 

2. Essential knowledges and abi11M.e$. Considerabl. knowledp ot Modern 

otrioe method$ and prooeduresa ~nowledge or business English and spelling; 

abili.t1 to type f'rom, clean eop,y at a ~att!i ot tif't;r n$t words a· minute• to copy 

correctly from r'ough !'!UUlUSctl:"ipt, and to set up and type tabular matter neatly and 

correctly; ability to perfront somewhat vari.,d and dittieult ~lerical tasks and to 

give instructions to other olflrical employe,s performing ro11tin• t~sks; ability t.o 

niake a:ri thmetical t)omputations 11md to keep a v$I"iety of records a ability to meet 

the public tmd to get '$J.ong well with others; abilit1 w undel"stand $nd carry out. 
' ,' , ) 

oral and written instructions. 

), Per$onal attitud•• and a.tt.ribut$S• Aptit\1d4' for ott~e Wot'kl neatness 

in appearance and W()r"k; uourac;y in d•tail; wi111Jlgness and adaptability; aiertnef!USJ 

good memoey; discretion in maintaining eonf'i.denti.~it;,r. 

4. Physioal oharacteristiC;ts. Good physical condition. 

(l9) CLASS TlTLEt TYP!ef I (a) Definition. tlnd•r" immediate supervision in 

a county &.genoy where proceldures ~d l"egulations tU"$ riarefu.lly preso:ribed, performs 

typing and clerical work and other work as assigned. 

(b) ham.ples of Work P~rformed~ l.Typea administrative and udstance p~olls, 

award letters, stati~tical and finan.cial repo~ts; types lettt~s $rtd reports from. 

rough drat't; · types r~ports from dictating m$!hines J cuts stenoils, 

2. Perf.'orm.s a variety of general ole:rioal, tasks S\tQh as filin~u prepares 

simple erbatistiaal and finanoial l'eportsg opens and diatrtbutee mail. 



'· Aets u reoeptionisti ans~rs the telephon~; handles routine inquiries 

and makes appointme11ts. 

(e) Qualif'ica.tionth l. Desirable training ~ experience. Graduation 

from high sohool inoluding or supplemented by a course in typing. 

2. Essential knowledges and abilities. Working knew-ledge ot bnsine~s 

Engli$h IU1d spelling; •bility ty type from cle~n copy at a rate of f~ty net 

w~rds a minutt), to make. clean and oorreet copies from oo:rreeted manusoript al'td 

to set np and type simple tabular stat$mentss ability to make simple computations 

and tabulations with reasonable skill and accuracy; aptitude for cleric~ 

operations; ability to Ul¥:1ersta:nd and ()a;rey out oral and written in£ft~tion$; 

ability to meet the public and to g•t ~ong well with others. 

3. Personal attit.ri.des and attribn:tes. Aptituda tor office work; neatm~ss 

in app$aranae and work; aoeuraQy in d$tailJ Willingtt$SS a.nQ adaptabilityi alert

ness; good mem.ocyi discretion in !1!Aintaining confidentiality. 

4, Phy$ica.1 oha:ra.QtEjrlstios. Oood physical condition. 




