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MERIT SYSTEM RULE 

FOR 

COUNTY AGENCIES AD1:1INISTERING SOCIAL SECURITY AIDS, 

JUVEN!LE COURT SERVICES, Cf!ILD WELFARE PROGRAr1S 

PW-PA"l0.01 - DEFINITIONS 
·~: y-

The following definitions apply throughout this rule, unless the context 
clearly requires another meaning. 

(1) "Department" means the State Department of Public Wt-:>lfare. 

(2) 11 Dir'ector11 means the Director of the State Department of Public 
Welfare . 

. ( 3) 11 Division11 means the Division of Public Assistance of the State 
Department of Public Welfare of Wisconsin as constituted in 
secti.on 46.03, and which Division shall be i..,esponsible, with the 
approval of the Director, for performance of the functions of the 
State Department of Public Welfare with respect to the application 
of this rule. 

(4) "Bureau" means the Bureau of Personnel of the State Department of 
' Administration, whose duties are described in PH-PA 10.02 (l)·. 

(5) "Personnel Board" means the Wisconsin State Personnel Board. 

( 6) 11 Appointing Authori tyn means t'he officer) board, person, or group 
of persons having authority to make appointments as provided in 
PW.-PA 10.02 (4). 

(7) ttAgency" means either (1) the county agency charged with the 
administration of the social security aids, or (2) the appropriate 
court having juvenile court jurisdiction, or (3) a county child
ren's board. 

(8) 11 Social Secur:i.ty Aids 11 means old age assistance~ aid to dependent 
children, aid to the blind} and aid to totally and permanently dis
abled persons as referred to in sections 49.18, 49.19~ 49.20 to 
49.37, Lf9.46, and 49.61 of··the Wisconsin Statutes. 
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(9) 11Juvenile Court11 is that court(s) of record designated in a particu
lar county as that court(s) in which juvenile matters will be heard 
pursuant to section 48.03 (1). 

( 10) "Children's Board1
; means an. agency organized under section 48. 29 .. or . : 

section 59.08 (9a) (Stats of 1953) made up of a lay citizen and 
policy board devoted to giving service for children within a county. 

(11) "Position11 means an office or employment in an agency (whether part
time or full-time, tempor>ary or permanent, occupied or vacant) com
posed of specific duties. 

(12) 11Exempt Positionn means a position herein designated as a position 
exempt from the application of this rule. The exempt positions in 
the agencies ave the following: 

Assistant district attorneys or corporation counsels serving as 
legal counsel. 

Students of a recognized graduate school of Sodal Work 
engaged in field training. 

Student case workers having a minimum of two years of college 
or university may be employed for a period not to exceed 90 
days per year. Such workers shall be paid a salary within the 
range of $190 to $275 per month. 

Members of county welfare boards paid only for attendance 
at meetings. 

Positions required by department-approved special 
demonstration projects which cannot be allocated to 
position classifications within the merit rule. These 
positions will be considered "Project Series 11 positions 
for which appropriate qualifications and salary ranges 
will be established in the drafting of the project. 

(13) 11 Class11 means a group of positions sufficiently similar as to the 
duties performed, degree of supervision exercised or required, re
quirements of education, experience or skill, and such other charac 
teristics, that the same title and the same tests of fitness may be 
applied to each position in the group. 

(14-) nMinimum Qualifications" means the requirements of education and 
experience and other qualifications as prescribed for a given class 
in the classification plan. 
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(15) "Desirable Qualifications" means the preferred requirements of edu
cation and experience and other qualifications as described for a 
given class in the classification plan. 

( 16) "Eligible11 means any person who is on a vegister for appointment, 
promotion, or reinstatement. 

( 17) 11Registern means an officially promulgated list of eligibles for 
a class of position in the order of their final ratings in a 
merit examination. 

(18) 11Empioyee11 means any person in the employ of an agency who is 
paid a salary or wage. 

(19) "Orig.in?l Appointment" means the first appointment of an indi
vidual to any agency through selection from a register in accord
ance with PW-PA 10.08 (1) and/or PW-PA 10.06 (1) (c). 

(20) "Probationary Period" means the first six months of employment' · 
beginning with the date of original appointment to a permanent 
position as described in PW-PA 10.09 (1) (a) or PW-PA 10.09 q) (b). 

(21) "Permanent Employee 11 means an employee who has been given 
permanent status upon the successful completion of a probation
ary period. 

(22) "Provisional Appq.intmen.t 11 means an appointment to fill a position 
pending the establishment of a register for such position as 
described in PW-PA 10.08 (2). 

(23) "Temporary Appointment" means an appointment from a register for 
a period not to exceed six months as described in PW-PA 10.08 (4). 

( 24) "Erne:rgency Appointment" means ·an appointment required by a state 
of emergency for not more than 90 working days as described in 
PW-PA 10.08 (3) (a) or for the period of the Civil Defense Emeri
gency as described in PW-PA 10.08 (°3) (b). 

(25) "Promotion" means the movement of an employee, from a position in 
one class to a position in a higher class having a higher entrance 
salary as described in· PW-PA 10 .io and PW-PA 10. 25 •. 

(26) 11Allocation11 means the official act 'by which a position is in~titally 
placed in one of the classes of ·pos'itions in the classified service. 

"· 

(27) 11Re-allocation" means the reassignment of a position to a different 
class in the classification plan as described in PW-PA 10.03 (4) (a) 
and (b), 
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(28) "Reclassification" means the reassignment of a position to a different 
class because of changes in the duties and responsibilities of the 
position. 

(29) "Salary Advancement" means an increase in salary within the 
salary range for the class of position. 

(30) "Demotion" means a change in status of an employee, from a 
position in one class to a position in a lowen class having a 
lower entrance salary as described in PW-PA 10.11 (2) and PW-PA 10.25. 

(31) "Transfer" means a change from one position to another in the same 
class or in another class on the same level of qualifications with
in the agency or to another agency as described in PW-PA 10.11 (1). 

(32) 11Resignation11 means the termination of employment of an employee 
made at the request of the employee. 

(33) 11 Disrnissal11 means the termination of employment of an employee for 
cause. 

(34) 11 Suspension" means an enforced leave of absence for disciplinary 
purposes or pending investigation of charges made against an 
employee. 

(35) "Lay-off" means the termination of employment because of shortage 
of funds or curtailment of services. 

PW-PA 10.02 - ORGANIZATION FOR COUNTY MERIT SYSTEM 

(1) Bureau of Personnel, State Depa~tment of Administration 

Within the scope of this rule, it shall be the duty of the Bureau: 

(a) to establish general policies for the administration of 
merit examinations; 

(b) to review the classification and compensation plans and 
to advise with the Division on their adoption and sub
sequent revision; 

(c) to develop and put into continuous effect procedures for the 
administration of the merit system as they relate to the 
preparation, administ~ation, and scoring of examinations, 
preparation, custody, and maintenance of registers of 
eligibles, the certification for appoint~ents, and the 
determination of the adequacy of existing registers; 
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(d) to review and make written recommendations to the Director 
with respect to any amendments of this rule; 

(e) to submit periodically to the Director a :rieport of actual 
expendituf'es with relation to the administration of merit 
system operations. 

(2) Wisconsin State Personnel Board 

Within the scope of this rule, it shall be the duty of the Personnel 
Board to. ;hear all personnel appeals and render a decision in acco:ridance 
with the provisions of PW-PA 10.13 (4). 

( 3) ·"bi vis ion of Public Assistance 

Within the scope of this rule, it shall be the duty of the Division: 

(a) to develop and put into effect the merit system rule and 
regulations related thereto and be responsible for their 
application; 

(b) to develop general policies in the administration of the 
merit.system; 

(c) to make recommendations to agencies relative to their inter
nal personnel practices to assure conformity with this rule; 

(d) to confer with agencies on personnel matters including 
placement p:rioblems; 

(e)' to develop and administer the classification and compensation 
plans; 
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(f) to receive requests from the agencies relative to all 
proposed personnel actions and to transmit such requests to 
the Bureau; when received from the Bureau to transmit decisions 
to the agencies; 

(g) to develop and administer a system of performance reports; 

(h) to promote understanding of the purposes, policies, and prac
tices of the merit system; 

... 
(i) to maintain personnel records of all persons employed in the 

agencies and records of all personne~· actions; 

( j) to perform such other duties as may be found to be necessar1y 
by the Director. 

(a) Each agency, except where the administ:r:iation is vested in the 
juvenile court judge or children's board, shall employ a director 
iqho shall be selected by the county board of public welfare 
pursuant to section 46.22 (2) (b) or 49.51 (2) (a) of the 
Wisconsin Statutes. 

(b) All other employees of the agency shall be selected by the 
director, juvenHe court judge, or children's board, as the 
case may be, upon proper certification from an appropriate 
register of eligibles or transfer in accordance with .this 
rule, with the advice and consent of the appointing authority. 

( c)' The provisions of this .section shall not apply to counties having 
a civil service system provided the standards of qualifications 
and examinations have been approved and the Department has dele
gated to the civil service agency in such county responsibility 
for determining qualifications of applicants by merit ~xamination. 
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PW-PA 10.03 - CLASSIFICATION PLAN 

(1) P~eparation and Adoption of Plan 

(a) The Division, in cooperation with the Bureau, shall ascertain 
and record the duties and responsibilities of all positions to which this 
rule applies, and prepare a comprehensive classification plan. The classi
fication plan shall include for each class of position an appropriate 
title, a description of the duties and responsibilities, and the require
ments of education, experience, and other qualifications. 

(b) The classification plan as adopted shall be binding upon all 
agencies. The class titles contained therein shall be used in all person
nel and financial records of the agencies, as well as in all examination 
p'l'.'ocedures. 

(2) Allocation of Positions 

Every position in the agencies shall be allocated by the Division, after 
consultation with the Bureau, to one of the classes established by the 
classification plan. No person shall be appointed or promoted to any 
position until it has been properly classified as herein provided. As 
additional classes are established or existing classes are abolished or 
changed, such necessary allocation or re-allocation shall be made to new 
or existing classes as is necessitated thereby. 

(3) Revision of Plan 

Existing classes of positions may be abolished or changed, or new classes 
added, in the same manner as the classification plan was originally 
adopted. 

(4) Incumbents of Re-allocated or Reclassified Positions 

(a)' When a position is re-allocated to a different class, not because 
of a change in duties and responsibilities but because of a re-appraisal 
of the position in terms of the total classification plan, no examination 
is necessary for the per>manent employee who has been occupying the posi-
t ion and who qualified for it through an examination on the basis of its 
forrnel'.' classification. 

(b) When a position is reclassified to a different class because 
of a change in duties and responsibilities and because of a subsequent 
re-survey, an examination may or may not be necessary for the per>manent 
employee who has been occupying the position throughout the change and 
who originally qualified for it through an examination on the basis of 
its former classification. Decision as to the need for examination 
shall then be determined by the Bureau on the basis of whether the 
reclassification represents a transfer, promotion, or demotion in re
lation to the former classification of the position. 
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PW-PA 10.04 - COMPENSATION PLAN 

(1) .!2"eparation and Adoption of Plan 

(a) The Division, in cooperation with the Bureau, shall assemble 
data and develop a comprehensive compensation plan for all classes of 
positions. The plan shall include salary schedules for the various 
classes, with the salary of each class consistent whh the functions out
lined in the class specifications. Initial, intervening, and maximum 
rates of pay for. each class shall be established to provide for steps in 
salary advancement without change of duty in recop;nition of meritor'ious 
service. In arriving at such salar'y schedules, prevailing rates in the 
counties of the state, conditions affecting the supply of competent per
sons, and other relevant factors shall be taken into consideration. The 
plan shall also include regulations covering salary increases and adjust
ments. 

(b) 'l'he compensation plan as adopted shall be binding upon all the 
agencies. 

(2) Administration of Plan 

(a) The approved compensation plan shall constitute the official 
schedules of salaries for all classes of positions in the agencies. No 
salaries shall be recognized for reimbursement by the Division unless they 
conform to the approved compensation plan. The entrance salary for an 
employee shall be at the minimum salary for the class to which he is 
appointed, or as otherwise provided in the plan. Necessary salary adjust
ments affecting employees at the time of adoption or amendments of the 
compensation plan, or resulting from promotions, demotions, or transfers, 
shall be administered in accordance with the requirements of the plan. 

(b) Salary advancements shall not be automatic, but shall be based 
upon quality and length of service, and shall be controlled by the 
provisions of the compensation plan, pl"oviding for' fixed times fOl'' con
sideration of increases, for a reasonable distribution among classes, 
and for increases that an individual employee may receive. 

(3) Revision of Plan 

Salary ranges for classes of positions shall be amended in the same 
manner as originally adopted. 
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PW-PA 10.05 - APPLICATIONS AND EXAMINATIONS 

(1) Character of Examinations 

(a) State-wide examinations for entrance to the service shall be con
ducted on an open-competitive basis. Examinations shall be practical in 
nature, shall be constructed to reveal the capacity of the applicant for · · 
the particular position for which he is competing as well as his general 
background and related knowledge, and shall be rated objectively. A 
practical written test shall be included, except that where peculiar and 
exceptional qualifications of a scientific or professional nature are 
required and competition through an assembled examination is impracticable, 
an unassembled examination may be held. The Bureau shall determine when · 
competition through an assembled examination is impracticable. 

(b) Examinations shall also include: 

1. a competitive performance test for stenographic and typing 
positions and other positions involving the operation of · 
office machines; 

2. a rating of education and experience for the more responsible 
positions, including some professional, technical, supervisory 
and administrative positions; 

3. an oral examination when practicable for positions requiring 
frequent contact with the public, or which involve important 
supervisory or administrative duties. 

(2) Notice of Examinations ______ ...._ __ 
The Bureau shall give public announcement of all entrance examinations at 
least two weeks in advance of the closing date for receipt of applications. 
The Bureau an(I the Division shall make every reasonable effort to attract 
qualified persons to compete in these examinatj.ons. Public announcement 
of examinations shall specify the title and salary range <if the class of 
position, the duties to be performed~ the minimum qualifications r.equired, 
the final date on which applications will be received, except that for 
those classes for which there is to be continuous recruitment·a$.provided 
in (3) (b), a statement shall be included that applications will be 
received until further notice is given. 

(3) Filing Applications 

(a) All applications shall be made on forms prescribed by the Bureau 
and must be filed with the Bureau on or prior to the closing date specified 
in the announcement. Such applications shall include a statement from the 
applicant of all pertinent information regarding his education, experience 
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and any other information which the Bureau may deem necessary. All 
applications shall be signed, and the truth of all statements contained 
therein certified by such signature. 

(b) In those classes of positions in which there is difficulty in 
securing qualified applicants, the Bureau, with the approval of the 
Division, may.establi.sha recruitment program which is both positive and 
continuous. Under such a plan, applications may be accepted at any time 
and examinations held whenever applicants have filed in sufficient num
bers to assure adequate competition. 

(4) Disqualification of Applicants 

(a) The Bureau may refuse to examine an applicant, or, after examina
tion, to certify any eligible on a register if: 

l. he is found to lack any of the preliminary requirements 
established for the examination for the class of position; 

2. he is so disabled as to be. rendered unfit for the perform
ance of the duties of the class; 

3. he is addicted to the use of narcotics o~ the habitual use 
of intoxicating liquors to excess; 

4. he has made a false statement of material fact in his 
application; 

5. he has previously been dismissed fr•om any public service 
for delinquency, misconduct, or other similar cause; 

6. he has used or attempted to use political pressure or 
bribery to secure an advantage in the examination or 
appointment; 

7. he has directly or indirectly obtained information regarding 
examinations to which as an applicant he was not entitled; 

. 8. he has failed to submit his application correctly or• within 
the prescribed time limits; 

9. he has been convicted of any infamous crime or other crime 
involving moral turpitude; 

10. he has taken part in the compilation~ administration, or 
correction of the examination; 
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lL he has been proven disloyal to the government of the 
United States of America; 

12. he has otherwise violated provisions of this rule. 

(b) A disqualified applicant shall be promptly notified of such 
action, and an applicant who is not admitted to an examination because of 
failure to meet the preliminary requirements shall be notified in writing 
to his last known address sufficiently in advance of the examination to 
allow for an appeal from rejection as provided for in PW-PA 10.13 (1). 

(5) Conduct of Written Examinations 

(a) Written tests for the same class of position shall be conducted 
simultaneously in as many places as are necessary for the convenience of 
the applicants and as are practicable for proper administration. The 
Bureau may designate such locaJ. examiners as may be necessary to conduct 
examinations under instructions prescribed by it and may also arrange for 
the use of public buildings in which to conduct the examinations. 

(b) The identity of persons taking competitive examinations shall 
not be disclosed to the examiners. An identification number, which shall 
be used to identify all papers of each applicant 9 shall be assigned by 
the Bureau to each applicant. 

(6) ~ating Examin?tions 

(a) In all examinations, the minimum grade through which eligibility 
on a register may be earned shall be fixed by the Bureau. The Bureau 
shall determine the final scope for ea·ch applicant 1 s examination, computed 
in accordance with the weights for the several parts established by the 
Bureau. 

(b) The Bureau shall utilize appropriate scientific techniques and 
procedures rating the results of examinations and in determining the final 
scores of the compet.i.tors. In determining the system for rating results 

_on the examination, the Bureau shall give due regard to the number of 
· candidates and to the number of vacancies which may reasonably be expected 
to occur in the life of the register. 

(c) All applicants for the same position shall be accorded uniform 
and equal treatment in a.11 phases of the examination procedure, except 
that there shall be no restrictions as to age in the case of veterans and 
except that other conditions being equal, a preference shall be given in 
favor of veterans of any wars of the United States. Preference is hereby 
defined to mean that whenever an honorably discharged veteran competes in 
any examination, he shall be accorded five points, and~ if such veteran 
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has a disability which is directly or indirectly traceable to war service, 
he shall be accorded another five points in addition to earned ratings 
therein. Proof of eligibility for such preference shall be submitted 
prior to or at the time of examination. 

(7) ~ating Education and Exper~ 

(a) If education and experience form a part of the total examination, 
the Bureau shall determine a procedure for the evaluation of the education 
and experience qualifications of the various applicants. The formula 
used in appraisal shall give due regard to recency and quality as well as 
quantity of experience and to the pertinency of the education. Th:i.s pro
cedure shall allow for the substitution of education for experience, and 
experience for education, within the limits stated in the class specifi
cations. 

(b) The Bureau may investigate the applicant's 'education and 
experience to verify the statements contained in his application form 
and to adduce evidence regarding his character and fitness. 

(8) Oral Examinations 

When an oral examination forms part of a total examination for a position, 
the Bureau shall appoint one or more oral examination boards as needed. 
An oral examination board shall consist of two or more members who shall 
be known to be interested in the improvement of public administration and 
in the selection of efficient government personnel, and at least one of 
whom shall be technic:ally familiar with the character of work in the posi
tion for which the applicant will be examined. If practicable, all 
applicants qualifying for the oral examinations for the same class shall 
be rated by the same oral examination board. A member of an oral exam
ination board shall disclose each instance in which he knows the appli
cant personally and shall not rate such applicant. 

(9) Notice of Examination Results 

Each applicant passing the examination shall be notified by mail by the 
Bureau of his final grade a·s soon as the grading of the examination has 
been completed and the register established. An eligiblo, upon request 
and presentation of proper identification, shall be entitled to infonna
tion concerning his relative position on a register. ·An applicant who 
has not achieved a passing grade iri the·examination shall be notified 
of his ineligibility.·· 
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(10) Special Examinations 

No applicant shall be given a special examination unless the Bureau by 
fonoal and recorded action finds that the applicant's failure to take or 
complete an examination was due to an obvious error for which the Bureau• 
is respons:i.ble. No claim for a special examination :shall be allowed unless 
it is filed in writing with the Bureau within 10 days after the date of the 
original examination. .. 

(11) Physical Examinations 

Before appointment, applicants may be required to pass a satisfactory 
physical examination. 

(12) Enamination Records 

The Bureau shall be responsible for the maintenance of all records pertinent 
to the exa.n:i,iT}a,.ti~n .program. Applications and other necessa1"y examination 
records shall'. ::be kept during the life of the r~giste!'. Examination records 
of appointees shall be kept permanently, but exarriinations of other 
applicants, not appointed, may be destroyed 30 days after• the register 
expires. All notices of changes of address shall be filed, by applicants 
and eligibles, with the Bureau. 

PW-PA 10.06 - REGISTERS 

(1) Establishment of Register~ 

(a) After• each examination, the Bureau shall prepa:r.e a register of 
persons with passing grades-. The names o:f such persons shall be placed 
on the register in the order of :th~ir final gr•ades ~ starting with the 
highest. If two or more eligible_s. have final grades which are identical, 
their names shall be arr•anged on the register in the order of their grades 
on the written part of the exami:qatlon or their priority of filing. 

(b) If a vacancy exists in a class of position for which there is no 
appropriate 'register, the Bureau may prepare an appropriate register for 
the class from one or more existing· .. related !'egisters, For this purpose 
the Bureau shall select registers for classes fo!' which the qualifications 
and examinations are similar to or higher than those required for the class 
in which the vacancy exists. The B\lrieau may, if necess~ry, rerate educa
tion and experience in accordance with PW-PA 10.05 (7), on the basis of 
the qualifications required fo~ the class in which the vacancy exists. 
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( c) Wisconsin Career• Candidate, The classification has been es
tablished whereby college seniors and graduates are recruited and exam
ined to establish eligibility for certification from the "Wisconsin 
Cal:'ee!l Candidate" r•egister. Under the county merit system 9 Social 
Worker I positions may .be filled from this register> The use of this 
procedure governing courity merit system positio~s shall. be subject to 
the following provisions: 

1. The Bureau shall establish and maintain a "Wisconsin 
Career Candidate" register. Eligibles for appointment 
to Social Worker I positions may be certified from 
th_is vegister. 

2. Examinations shall be conducted at such times as re.
quh•ed to meet the needs of the service. 

3. The Bureau shall establish ranking or category procedures. 

4. The Bu~eau shall first certify the names of the available 
eligibles from this register who are residents of the 
county in which the vacancy exists. 

5. In ·addition to certification of county residents, category 
certification will be made. In all cases, 1:!-t least. the highest 
category shall be certified. Additional categories may 
be certified at the discretion of the Bul'.'eau. 

(2) Duration of Reg~ste~ 

(a) The life of each l'egister shall normally be six months from the 
date of its e_stablishment, but this period may be extended by the Bureau 
for a period not exceeding three_ years. A register may be deemed by the 
Bureau to bi. exhausted if fewer than three.available eligibles remain on 
the register.· 

(b) The Division shall notify the BU.reau as far in advance as possi
ble of vacancies which may occur in the agencies. The Bureau shall be 
i 1esponsible for determining the adequacy of existing registers and for 
the establishment and maintenance of appropriate registers for all posi
tions in_ the agencies, exclusive of exempt positions. 

(c) _The.~~reau may recognize an appropriate register for a 
position established fol"' state service and may certify from such 
ters under PW-PA';l0.07 governing certification. 

9las$ of· 
:reg'is-· 

','!' 
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(3) Removal of Names from Registers 

(a) The Bureau may remove the name of an eligible from a register: 

1. for any of the causes stipulated in PW-PA 10. 05 ( 4); 

2. on evidence that the eligible cannot be located by the 
postal authorities; 

3. on receipt of a statement from the eligible declining 
an appointment and stating that he no longer desires 
consideration for a posi~ion; 

4. if three offers of a probationary appointment to the 
class for which the register was established have been 
Geclined by the eligible; 

5. if three agencies pass over the name on a register as 
unsuitable, written request may be made to the Bureau 
by the Division that the name of such person be omitted 
from any subsequent certification from the same register. 
The name of such eligible shall not be certified there
after from that register for future vacancies in that 
class of position unless specifically requested by an 
agency. 

(b) The Bureau shall notify the eligible by mail to his last known 
address of this action and the reasons therefore. An eligible's name shall 
be reinstated on the register upon showing of cause satisfactory to the 
Bureau as provided in PW-PA 10.13 (3). 

PW-PA 10. 07 - CERTIFICATION OF ELIGIBLES 

(1) Request for Certification 

If a vacancy occurs in any position in any agency, or if new positions are 
established and new employees are needed, requisition shall be submitted 
by the agency to the Division upon a prescribed form. This requisition 
shall state the number of positions to be filled in the class and all 
other pertinent information. After approval by the Division the requisi
tion shall be forwarded to the Bureau. 

(2) Certification Methods 

(a) The Bureau shall certify and submit in writing to the agency, 
copies to the Division, the names of the highest available eligibles from 
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the state-wide register who are residents of the county in which the 
vacancy exists, provided that when there are no available eligibles or 
therie are an insufficient number of.available eligibles who are residents 
of the county, certification· shall be made on a state-wide basis. 

(b) Except for positions filled from the "Wisconsin Career 
Candidate" register as provided under> PW-PA 10,.06. (c), certification 
will be made as follows: if one position is involved, the Bureau 
shall certify and submit the three highest available names from the 
register estabHshed as a result of a merit examination for that 
class of position. If more than one position is involved, it shall, 
for each class of position, certify and submit two more names than 
the number of positions to be filled in each class.. If the register 
established as a result of a merit examination .for a specific class 
of position is exhausted, then the Bur~au.shall certify and submit 
names in accordance with the above procedure from the register, or 
registers, most appropriate. · 

(c) If, in the exercise of its choice provided under PW-PA 10.08 (1), 
the appointing authority passes over the name. of cin el,igible on a regis
ter in connection with three separate appointments it has made from the 
register> written request with the reason therefor may be made of the 
Bureau by the Division that the name of such eligible be omitted from 
any subsequent certification from the same register. Upon approval of 
the Bureau, the name of such eligible shall thereafter not be certified 
from that register for futu:r>e vacancies in that agency in that class of .. 
position •. 

(d) An eligible may be considered .not available by the Bureau if he 
fails to reply to a written inquiry after five days .in addition to the 
time required for the transmission of .. the inquiry to his last-known 
address and reply thereto, or if he fails to r-eply to a telegraphic in
quiry within 48 hours in addition to the, time required.for the transmission 
of the inquiry to his last-known address and. reply t~~reto; 

'PW-PA 10.oa· - APPOINTMENTS 

·. (1) Or~ina_l. ApJ2ointm~ 

(a) All appointments to positions in the agency exclusive of exempt 
positions and positions filled thY'ough the "Wisconsin Ca.reer Candidate" 
register shall be made in accordance with the following: selections : 
shall be made for each position from .the· three highest available names 
on the certification submil:te·d by the Bureau in accordance with .... 
PW-PA 10.07 ~ exclusive .of the· names of persons to whom an objectfor:i has" 
been offered in writing based on l'W-PA 10.05 ('t), which objection ls 
sustained by the Bureau. 
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(b) In selecting persons ·from among those certified, the agency 
sha.11 be permitted to examinE;1. their applications and reports of invest
igations in the office of the Bureau, or in accordance with such regula
tions as the Bureau may establish, and to interview them. Final selec
tion shall be report~d to the Division and the Bureau on prescribed 

• I ' • ' 

for.ms. 

(c) If the eligible selected declines the appointment, evidence of 
· · · ;<l'eclination and other such datq shall be transmitted to the Bureau for 

· p'errnanent record. An eligible may be considered by the Bureau as having 
declined appointment if he fails to reply after 5 days in addition to 
time·allowed·for transmission of letter and return of reply, or if he 
fails to reply to a telegraphic inquiry within 48 hours in addition to 
the· time required for the transmission of the inqui:t'y to his last-known 
addre:ss and reply thereto. If _an eligible accepts an appointment and 
fails to present himself for duty at the time and plaQe specified with·
out giving reasons for the delay satisfactory to the agency and the 
Bureau, he shall be deemed to have declined appointment. 

(d) Appointments made necessary by reason of employees leaving to 
perform active military ser>vice in the armed forces of the United Sta.tes 
necessitating replace~ent for a period to exceed six months shall be 
made from appropriate :i:'ef;':isters~ in accordance with this section relating 
to permanent appointments subject, however 1 to termination for the pur
pose of reinstating any agency employee upon his being released from such 
service. 

( 2) Provisional Appointm~nts_ 

(a) If, in the opinion of the agency there are urgent reasons for 
filling a position and there are no eligibles on a register established 
as a result of an examination for the position, and no other appropriate 
register exists, the agency may submit to the Bureau the name of a person 
to fill the position pending examination and establishment of a register. 
If such person's qualifications have been certified by the Bureau as 
meeting the minimum qualifications as to education and experience for 
the position, such person may be provisionally appointed to fill the exist
ing vacancy until an appropriate register is established and appointment 
made ther>efrom. Except as provided below, no provisional appointment 
shall be continued for more than 30 days after an appropriate register has 
been established for the class of position or for more than 6 months from 
the date of appointment. Successive provisional appointments of the same 
person shall not be per•mitted and a position shall not be filled by 
repeated provisional appointments: · 
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(b) Provisional appointments may be extended at the end of the 
6 months' period with the approval of the Bureau, and successive pro
visional appointments of the same individual to different positions 
and successive provisional appointments to the same position may be 
made in exceptional circumstances subject to the following conditions: 

1. that an examination has been publicly announced a,nd the 
Bureau has found that a sufficient number of appli~ants 
has not filed to assure adequate competition. 

2. that continuqu~ ~eceipt of applications has peen provided 
in accordance with PW-PA 10 .. , 05 (.3). (b) and the examina
tion is to be peld when eyer' the B~re.au finds that enough 
applicants have filed t6 a:s·sul:'.e adequate competition. · ·· 

.. ( c) The continuous period of serv'.ice as a provisional e~ployee 
immediately preceding conversion to a probationary appointment· may be 
considered a part. of the probationary period. 

(a) Whenever an emergency exists which requires the immediate 
services of one or.more persons and it is not possible tp 
secure such persons from appropriate registers, the agency 
may appoint a person or persons without regard to other pro'" 
.visions of· this r>ule ·governing appointments. In no case, 
however, shall the same person be appointed for more than 
90working days during any 12-month period except' as· other
wise provided in PW-PA 10.08 (3) (b). Each emergency 
appointment shall~ when the appointment is made~ be 
reported on prescribed forms to the Division. 

(b) Civil Defense Disaster Appointments. When a Civil Defense 
Emergency exists which requires the immediate services of one 
or more persons, the agency may appoint a person or persons 
without regard to other provisions of this rule governing 
appointments. The duration of the appointment shall be 
limi.ted.to the period of the Civil Defense Emergency. 

( 1+) Temporiary Appointments 

If an emp,loyee is needed for a temporar>y period~ a certification shall be 
made by th€! Bureau of the names of those eligibles, in the order> of their 
places on an appropriate register, who have indicated willingness to 
accept temporary.employment. Certification shall be made in.the manner 
as prescribed in PW-PA 10.07. Appointments shall be made in the same 
manner as prescribed in this I'Ule for probationary appointments. The 
duration of a temporary appointment shall be limited to the period of the 
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need and in no event shall a temporary appointment continue for more than 
6 months in any 12-month period. The acceptance or refusal of a temporary 
appointmei;:it shall not affect an eligible's standing on a register or his 
eligibility for a probationary appointment, and the period of temporary 
service shall not constitute a part of a probationary period. Successive 
temporary appointments shall not be made nor shall an employee receive 
continued temporary appointments. 

PW-PA 10.09 - PROBATIONARY PERIOD 

(a) Except·as otherwise provided in PW-PA 10.09 (1) (b), all original 
appointments"to permanent positions shall be made from officially pro
mulgated registers for a pl'obationary period of 6 calendar months. The 
probationary period shall be an essential part of the examination pro- · 
cess, and shall be utilized fori the most effective adjustment of a new 
employee and for. the elimination of any probationary employee whose per
formance does not meet the required standard of work. 

(b) An extended probationary period may be applied to director> positions 
up to a maximum of 12 months provided the certification request stipulates 
the extended probationax'Y period and the recPuitment announcement in-
forms all applicants of such extended probationary pe11iod. At any time 
after the first 6 months of such probationary periiod has been served 
by an employee" the appointing autr·,J:>'.'ity may reduce the probationary 
period. 

(2) Conditions Prelim~nary to P~manent Appointment 

Permanent appoint!nent of a probationary employee shall begin with the 
date ending the probationary period, provided that the Division has re
ceived fr.om the employee's supervisor prescribed forims showing that the 
services of the employee during the probationary period have been satis
factoriy and that the employee is recommended to be continued in the 
service. A performance report upon a form prescribed by the Division 
must be submitted at this time. It shall be the r>esponsibility of the 
Division to obtain these forms 4 weeks prior to the end of the probation
ary period. If it is detemined by the agency that the services of the 
employee have been unsatisfactory, the agency shall notify the employee 
in writing in advance of the date his services are to be terminated. An 
employee whose appointment is to be made permanent shall also be notified. 
The agency shall notify the Division of the action taken regarding the 
services of the employee. 
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(3) 

The serving of a probationary period shall not, of itself, prevent an 
employee from being promoted to a position in a higher c1ass, provided 
he is certified from an appropriate register for such higher class of 
position in accordance with the provisions of PW-PA lQ.07. If, within 
the above-mentioned limitations, an employee is promoted in this way 
during a probationary period, the probationary period for the class of 
position to which he is promoted shall begin with the date of appoint
ment to such latter class of position. 

(4) ~nsf'~p~~in~ 'Pt~bation 

(a) Except as otherwise provided in PW-PA 10.09 (3), an employee 
shall not be transferred during his probationary period to a position of 
another class fOl.' which a register exists. 

(b) No probationary employee shall be transferred to another agency 
until the probationary period has been completed. 

( 5) ~min~tion Durin_g Probation 

(a) At any time during a probationary period, the services of an 
employee may be terminated without right of appeal or• heat>ing,. but . the 
reasons given for the termination shall be submitted in duplicate in writ
ing to the Division, the original to be transmitted to the Bureau. Unless 
an appointment is made permanent by the agency at the close of the proba
tionary period in accordance with the provisions of PW-PA 10. 09 ( 2), the 
services.of the employee shall be terminated, and no further salary or 
oth~r c9mpensation shall be payable to him. 

(b) The Bureau, after consultation with the Division, may restore the 
name of a pl:'obationary appointee whose services have. been terminated to the 
register from which he was certified,. in accordance with the pt>ocedure · 
described in PW-PA 10.12 (7), but the Bureau shall not.in the future certify 
the name of such person to the same agency from the same register if he has 
been terminated for cause. · 

PW-PA 10.10. - PROMO'I'IONS 

(1) Method of Maki~g Promotions 

(a) As far as is practicable and feasible, a vacancy shall be filled 
by promotion of a qualified permanent employee based upon individual per
formance, with due consideration for length of service~ and upon capacity 
for the new position. Preference in promotion may be given to employees 
within an agency, and all inter-agency promotions must be approved by the 
agencies concerned. 
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(b) A candidate for priomotion must be certified by the Bureau to 
possess the qualifications for the position as set forth in the specifica
tions fori the class of position for wh.ich he is a candidate, and he may 
be required by the Bureau to qualify for the new position by promotional 
competitive or non-competitive examination administe:i:"ed by the Bureau. 

( 2) Prornot i6n by Corn pet it i ve Exam_inat ion 

If the Bureau shall approve filling vacancies in a particular class of 
position by promotional competitive examination, such examination shall be 
given under the direction of the Bureau. A promotional competitive exami
nation may be limited to employees of the agency concerned or may, with 
the approval of the Bureau~ be open to employees of' all the agencies. An 
employee, to be eligible to compete for promotion, must have permanent 
status and must meet the qualifications for the class of position. A 
promotional competitive examination shall consist of any combination of 
the fol.lowing: written tests~ rating on education and experience) 
seniority, performance tests, and oral examinations. The combination in 
each case and procedures for the determination of the passing grade shall 
be announced by the Bureau in advance of the examination, and shall take 
into consideration generally accepted merit system practices. 

( 3) Promotion J:?Y.!.lon-compet~.tive Examination 

If the Bureau shall approve filling a vacancy by a non-competitive examina
tion, the employee selected for promotion must have permanent status and 
must meet the qualifications for the class of position to which he is a 
candidate for promotion. The Bureau shall examine him by tests of the 
same relative difficulty and fairness as used in a competitive promotional 
examination, and, if found to quaUfy for the class, he shall be so cer.ti
fied by the Bureau. 

PW-PA 10.11 - TRANSFERS AND DEMOTIONS 

(1) Transfers 

(a) Except as otherwise provided in PW-PA 10.09 (4), a transfer of 
an employee from a position in one agency to a position of the same class 
in another agency may be made at any time by the agencies concerned. All 
inter-·agency transfers must be certified by the Bureau and no examination 
is necessary. 
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(b) A transfer of a permanent employee from a position in one class 
to a position in another cl.ass cm the same level shall be made only upon 
certification of the Bureau with the approv~l of the agency or :agencies 
concerned. The Bureau shall.require that the employee have the qualifica-

·tions for the position in the new class. The Bureau shall also require a 
qualifying examination if .the duties, r•esponsibilities, skills and know
ledges involved in the new position are dissbnilar, either qualitatively 
or quantitatively, or in both respects, and the original examination 'can-
not be considered appropriate. · 

( c) A transfer of a. ·permanent .employee from a classified position 
in the state service to a clas·s of position underi this rule, -of t.he same 

.or lower level, shall be made only upon certification of the Bureau with 
the approval of the agency concerned. The Bureau may require a qualify-
ing examination, · · 

(2) Demotions 

A perwanent employee may be demoted for inefficiency 'or for other cause~ 
but in all such cases the employee shall have the same rights of appeal to 
the Personnel ~oard as employees who have been dismissed. 

PW-PA 10.12 - SEPARATIONS, TENURE, AND REINSTATEMENT 

(1) Resignations __ ......___ __ 
An employee who resigns shall present the ~easons therefor in writing to 
the agency. Copies of the letter of resignation shall be forwarded to and 
recorded by the Division. 
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(2) Dismissals 

The appointing authority, after notice in writing to an employee prior· to 
the effective date? stating specific reasons therefor, two copies of which 
notice shall be filed with the Division, one of which shall be transmitted 
to the Bureau by the Division, may dismiss any employee who is negligent 
or inefficient in his duties, or unfit to perform his duties; who is found 
to be guilty of gross misconduct; or who is·convicted of a felony. When 
such conviction is final~ the employee shall have no recourse to appeal to 
the Personnel Board. 

( 3) Su~pension., 

The appointing atithority may~ after written notice to the employee and 
the Division prior to the effective date, suspend any employee without 
pay for delinquency, misconduct, or neglect of duty~ for a period not to 
exceed 30 calendar days in any one calendar year. 

(4) Reduction of Force 

The appointing authority may separate any employee, without prejudice~ 
because of lack of funds or> curtailment of work, or in order to permit 
reinstatement of employees upon their release from periods of military 
service in the armed forces of the United States. No permanent employee, 
however, shall be separated.while there are emergency, temporary, 
provisional or probationary employees serving in the same class of posi
tion in the same agency. The order of separ?tions due to reduction of 
force shall be based upon performance reports ·and· seniority, under a 
formula to be formally established by the Division, and all such separa
tions shall be reported to the Division. 

(5) Tenure of Office 

The tenure of off ice of every permanent employee shall be during good 
behavior and the satisfactory performance of his duties as determined by 
periodic perfoi'mance reviews. This provision, howeve1~, shall not be 
interpreted to prevent the separation of an employee for cause or the 
separation of an employee because of lack of funds or curta.ilment of 
work, when made in accordance with this rule. 

(6) Reinstateme!!_t to Previous Class of Position in the Same Agency 

A permanent employee who has resigned while in good standing, or who has 
been separated without prejudice, shall be eligible for reinstatement 
with pe:r.manent status at any time within five years after the date of 
separation, provided he has been certified by the Bureau a.s meeting the 
current qualifications as to education and experience of the class of 
position to wnich he is being appointed. 
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(7) ~instatement !O Register 

Upon written request to the Bureau, the name of ·a permanent or probation
ary employee who has resigned while in good standing or who has been 
separated 'without prejudice may.be placed on a reinstatement register 
for the class of position in which he was last employed)\ provided he. has 
been certified by the Bureau as meeting the current qualifications as to 
education and experience of the class of position. Eligibility for re
instatement to the.register shall be for a period of time equivalent to 
the period of .his service under the merit system, but not to exceed 
five years. 

PW-PA· 10.13 "" APPEALS 

(1) Appeal from Ex~ation Rejection 

(a) Any applicant whose application for admission to an entrance or 
promotional examination has been rejected by the Bureau may appeal to the 
Bureau for consideration of his qualifications. The Bureau shall consider 
such appeal, if in writing, provided it shall have been received by the 
Bureau not later than 48 hours prior to the announced time for holding the 
written examination. The Bureau's decision with respect to any such 
appeal shall .be fin al. 

(b) Applicants may be admitted to an examination by the fureau 
pending a consideration of a written appeal. Admission to a written 
examination under such circumstances, however, shall not constitute the 
assurance of a ,passing grade in education and experience. 

(2) Review of Examination Ratin~s 

Any applicant who has taken an examinatlon may appeal to the Bureatt for 
review of his grade·in any par>t of such examination to assure that uni• 
form grading procedures have been applied equally and fairly. Such appeal 
must be filed in writing.at the.office of the Bureau within 30 days after 
the date on which notification of the results bf such examination was 
mailed to the applicant• A grading in any part of an examination shall 
not be changed unless compliance with the foregoing conditions has been 
made and unless it is found by the Bureau that a substantial error has been 
made. The Bureau's written decision ~ith respect to a review or change 
shall be final. · A correction in the grading· shall .. not affect a certifica
tion or appointment which may have already be~n made from the register. 
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(3) Appeal from Removal f~~m~Register 

A person whc2e name has been removed from a register for any of the rea
sons speci:Fi.ed in PW-PA 10.06 (3) (a) may appeal to the Bureau for recon
sideration. Such appeal must be filed in writing with the Bureau within 
30 days a:f:ter the date on which notification was mailed. The Bureau after 
investigation shall make its decision, and the appellant shall be notified 
accordingly. 

(4) Ap~~a~ from Teym~nation, Suspension, or Demotion 

(a) A permanent employee who is terminated for cause, suspended~ or 
demoted shall have the right to appeal to the Personnel Board. Such 
appeal shall be submitted in writing not later than .30 calendar days after 

.,, the effective date of the action, and shall be transmitted to the Bureau~ 
which shall arrange for a formal hearing before the Personnel Board, such 
hearing.to be held within 60 calendar·days after receipt of the appeal. The 
Bureau shall furnish the agency concerned with a copy of the.appeal in 
advance of the hearing. '· BOt'b" the employee arid the appointing authority 
shall be notified reasonably ~n. advance of· the hearing and shall have the 
right to .present witnesses and give evidence befoPe the Personnel Board. 

(b) 
upon the 
upon the 
court. 

The Wisconsin State Personnel Board shall make a decision based 
record presented at the hea1~ing, which order shall be binding 
appointing authority. The order may be.appealed to the proper 

PW-PA 10.14 - ATTENDANCE AND LEAVE 

The appropriate appointing authority shall adopt regulations covering 
attendance, vacation, sick leave, and other types of leave. Such regula
tions shall be uniformly applicable, insofar as possible, to all employees 
of an agency. A copy of such regulations shall be filed with the 
Divis.ion. 

PW-PA 10.15 - PERFORMANCE REPORTS 

The Division shall have in ef:fect a uniform system of performance standards 
for each class of position to .be used by ·.county agencies in: making evalua
tions of work performance. Performance reports shall be prepared and 
recorded for all permanent employees at intervals not to exceed 12 months. 
Performance reports shall be considered in such personnel actions as 
salary advancements, and in making promotions, demotions, terminations 
for cause, and in determining the order of separations due to reduction of 
force. Performance reports shall be discussed with the employee at the 
time of evaluation. 
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PW-PA 10.16 - POLITICS AND RELIGION 

(1) No Interference with Elections 

No employee of the agencies shall use his official authority or influence 
for the purpose of interfering with an election or affecting the results 
thereof. All persons occupying positions, while retaining the right to 
vote as they please and to express privately their opinions on all poli
tical subjects, shall take no active po:r't in political management or in 
political campaigns, All prohibitions of polticaJ. activity provided for 
agencies administering Federal grants-in-aid in the Federal Hatch Act 
apply to employees of the agencies. 

(2) No Disclosures or Discriminations 

No question in any form of application or in any examination shall be 
so framed as to elicit information concerning the political or religious 
opinions or affiliations of any applicant, nor shall any inquiry be made 
concerning such opiniohs or affiliations, and all disclosures thereof 
shall be discountenanced. No discriminations shall be exerci$ed, 
threatened, or promised by any person in the employ of the agencies 
against or in favor of any applicant? eligible, or employee because of his 
political or religious opinions or affiliations. 

(3) Fair Employment 

Pursuant to provisions of Secs.111.31 - 111.37, Wis. Stats., it is 
declared to be the public policy of the state to encourage and foster to 
the fullest extent practicable the employment of all properly qualified 
persons regardless of their age, race, creed, handicap, color, sex, national 
origin or ancestry. Wisconsin's' Fair Employment P:r-actices Law makes it 
unlawful, and subject to penalty to discriminate. The State Fair Employment 
Practices statute is administered by the Fair Employment Practices Division 
of the Industrial Commission. 

PW -PA 10.17 - OTHER EMPLOYMENT 

No employee shall hold other conflicting public office or have conflicting 
employment while in the employ of the agency. Determination of such con
flict shall be made by the Division. 
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PW-PA 10.18 - PAYROLL CERTIFICATION 

The agencies shall certify the payrolls to the Division on prescribed forms 
within two weeks following each payroll period. The Division shall check 
the names, positions, salaries, and appointments which appear thereon and 
shall certify on each payroll to what extent the payroll conforms to the 
provisions of this rule and the supplementary regulations adopted pm-'suant 
thereto. This post-audit shall be made within a reasonable period after 
the receipt of the payrolls in the office of the Divi.sion and shall become 
a permanent pai't of the records of the Division. Any exceptions to the 
payroll shall be clearly indicated. The Division shall be responsible for 
notifying any agency of any exception and.for securiing compliance with this 
rule. 

PW-PA 10.19 - RECORDS. AND REPORTS 

The Division shall maintain a personnel recorid for each employee, showing 
name, title, county, salaT'y, change in. status, performance reports, and 
such other personnel information as may be considered pertinent. Every 
personnel action shall be submitted on prescribed forms to the Division. 
The Bureau shall receive such notice of personnel actions as it may require 
for carrying out its duties under this r·ule. 
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PW-PA 10.20 - APPLICABILITY 

(1) All positions in the agencies, other than those in agencies where 
the department has delegated to a county civil service agency responsi
bility fol' determining qualifications of applicants for merit examina
tions and those positions hereinbefore exempted in PW-PA 10.01 (12)~ 
shall be filled by persons selected in accordance with this rule. 

(2) Counties adopting a civil service system.shall submit to the Divi
Sion copies of their classification arid compensation plans, class speci
fications including qualification requirements, and such other material 
as may be necessary to enable the Department to determine acceptability 
of standards of qualifications and examinations. 

(3) The Bureau, with the approval of the Division~ may cooperate with 
other jurisdictions whose meriit systems operate in conformity with 
standards comparable to those contained in this rule. With the approval 
of the Division, the Bureau may announce and administer joint examina
tions in conformity with.this rule and the registers s;o established shall 
be given recognition under this rfale. With the approval of the Division, 
the Bureau may, in' the absence of an app:r.op:biate register for such a, . 
class of position established under another merit system operating il! 
conformity with these standards, accept regular certification from such 
registers under the article herein governing certification. 

(I+) An individual who presents evidence that he has received permanent 
merit status in a given class of position in an agency of another state 
may within five years after separation be appointed upon certification 
by the Bureau to a position similar as to duties and. qualifications 
subject to the probationariy period as set forth in PW-PA 10.09 
provided he has been certified by the Bu:r.eau as meeting the current 
qualifications as to education and experience of the class of position. 

: ·~ ' 
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PW-PA 10.21 - AMENDMENTS 

If and when it appears desirable in the interest of good administration, 
the State Board of Public Welfare may make additions to or amend this rule. 

Adopted: 
Amended: 
Amended: 
Amended: 
Repealed~ 
Amended: 
Amended: 
Amended: 
Repealed 
Amended: 
Amended: 
Amended: 
Amended: 
Repealed 

Wisconsin 

January 29, 1940 
June 18, 1940 
October 9, 1941 
August 4, 1943 

Renumbered and Reenacted: October 10, 1945 
July 24~ 1947 
September 8, 1949 
.January 10, 1951 

and Reenacted: October 9, 1955 
March 1, 1959 
October 1, 1960 
Februa1~y 1, 1963 
December 1, 1964 

and Recreated: August 24, 1966 
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COUNTY MERIT SYSTEM COMPENSATION PLAN 

PW-PA 10.25 - Salary Schedules 
i;( 1) 

GROUP I - POSITION CLASS AND SALARY SCHEDULE 
COUNTY WELFARE DEPARTMENTS, JUVENILE COURTS, CHILDREN'S BOARDS 

Class Title A B c D E 

( 1) (2) (3) (4) (5) (6) (7) ( 8) (9) (10) 

Director, Class IV Agency $740 $785 $830 $875 $920 $965 $1010 $1055 $ll00 $1145 
Director, Cla.ss III Agency 680 725 770 815 860 905 950 995 1040 1085 
Director, Clq.ss II Agency 630 670 710 750 790 830 870 910 950 990 
Director, Class. I Agency 590 625 660 695 730 765 800 835 870 905 
Social Work Supv. II 620 655 690 725 760 795 830 865 900 935 
Social W.ork Supv. I 590 625 660 695 730 765 800 835 870 905 
Social Wol'.'ker. V 590 625 660 695 730 765 800 835 870 905 
Social Worker IV 550 580 610 640 670 700 730 760 790 820 
Social Worker III 550 580 610 640 670 700 730 760 790 820 
Social Worker II 500 530 560 590 620 650 680 710 740 770 
Social Worker I 450 480 510 540 570 600 630 660 690 720 

GROUP II - POSITION CLASS AND SALARY SCHEDULE 
JUVENILE COURT ATTACHED s·r AFF ONLY -

A B c D E 

(1) (2) (3) ( 4) (5) ( 6) (7) ( 8) (9) (10) 

Juvenile Cou1't Worker $375 $400 $425 $450 $475 $500 $525 $550 $575 $600 

GROUP III - POSITION CLASS AND SALARY SCHEDULE 
COUN'l'Y WEJ ... FARE DEPARTMENTS, JUVENI~ COURTS , CHILDREN'S BOARDS 

A B c D E 

( 1) (2) (3) (4) (5) (6) (7) (8) (9) ( 10) 

Administrative Assistant $LWO $425 $450 $475 $500 $525 $550 $575 $600 $625 
Clerk III 330 350 370 390 410 430 450 470 490 510 
Clerk II 280 295 310 325 340 355 370 385 400 415 
Clerk I 240 255 270 285 300 315 330 345 360 375 
Stenographer II 300 320 340 360 380 400 420 Lf40 460 480 
Stenogl:'apher I 260 275 290 305 320 335 350 365 380 395 
Typist II 280 295 310 325 3Lf0 355 370 385 400 415 
Typist·r 240 255 270 285 300 315 330 345 360 375 
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GROUP IV - POSITION CLASS AND SALARY SCHEDULE 

A B c D E 

( l) (2) (3) (4) (5) (6) (7) ( 8) (9) 

Case Aide II $330 $350 $370 $390 $410 $430 $450 $470 $490 
Case Aide I 280 295 310 325 340 355 370 385 .400 
Homemaker II 300 320 340 360 380 400 420 440 460 
Homemaker I 260 275 290 305 320 335 350 365 380 

(2) Each county must select a six consecutive step compensation plan for the 
welfare department, children's board and juvenile court from the Group I 
schedule, and must also select a six consecutive step compensation plan 
for the welfare department, children's board and juvenile court from the 
Group III schedule (Schedule A, 1-6; Schedule B, 2-7; Schedule c, 3-B; 
Schedule D, 4-9; Schedule E, 5-10). Schedules under Group II apply only 
to positions of juvenile court attached staff operating under the merit 
system. Schedules under Group IV apply only to positions in the welfare 
department. The corresponding six salary steps must be used for all 
position classifications under each group. The consecutive six step 
range used in Group I, II or III need not be the same consecutive six 
step range used in Group IV. Example: A county may select Schedule "D" 
under Group I or Group II or Gr>oup III which would be applicable to all 
positions classified under these groups, and at the same time select 
Schedule "A" under Group IV which would be applicable to the position 
classified under that group. The juvenile courts and the children's 
boards operating under the rneri t system will be deemed to be under the 
same schedule or schedules adopted by their r>espective counties for the 
welfare department unless appropriate action is taken in adopting a 
different schedule or schedules, 

( 3) County action in adopting the schedules shall be by formal action by the 
county board of supervisors or by the county board of public welfare or 
by the county juvenile judge or children's board if delegated this r>e
sponsibility for setting salaries of persons subject to the provisions 
of the county merit system r>ule, A certified copy of the county's 
action electing specific schedules shall be filed with the Division of 
Public Assistance. In the absence of sped.fie action, Schedule A shall 
be deemed to apply to all groups. This plan shall be applicable to all 
classes of positions in the agency eff~ctive January 1, 1967. 

(10) 

$510 
415 
480' 
395 
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(4) A change in one or more salary schedules may be made at any time. 
Such change shall also be by formal action by the county board of 
supervisors or by the county board.of public welfare or by the 
county juvenile judge or children's board if delegated this re
sponsibility foI' setting salaries of persons subject to the 
provisions of the county merit system rule, and a certified copy 
of the action taken shall be filed with the Division, showing. 
the date of adoption and the effective date of the new salary 
schedule or schedules. 

(5) At least the minimum for the class shall be paid, but no county 
shall be precluded from paying in excess of the maximum provided 
in the salary schedule alth0ugh no reimbursement shall be made on 
any amount of salary in excess of the maximum provided in the 
schedule. 

PW-PA 10,26 - Entrance Salary 

The entrance salary for an employee on first appointment shall be the 
minimum rate for the given range except as hereinafter provided. 

-

( l) An agency may request authorization to appoint at any step above 
the minimum. If approved, such rate then becomes the minimum 
rate £01' all employees presently employed or thereafter appointed 
in the class and no appointments shall be made at that rate until 
those highest on the register are first offered appointments at 
the higher rate. 

( 2) A higher entrance r>ate, when approved, as indicated above, shall 
remain in effect as the minimum until the agency requests a further 
increase or a decrease and such request is approved by the Division 
of Public Assistance, except that in the case of court attached 
juvenile court workers and employees of the children's boards, 
approval must be preceded by the recommendation of the Division for 
Children and Youth. 

(3) The Division of Public Assistance may approve the appointment of 
an eligible at a rate within the range for the classification of 
Social Work Supervisor II, Social Work Supervisor I, Social 
\forker V, Social Worker IV, Social Worker III, Social Worker II, 
Social Worker I, Juvenile Court Worker, Homemaker II, and Home
maker I, if, in the opinion of the Di vision, the. education and 
experience 0£ the eligible justifies such rate and a recommenda
tion for such payment has been made by the appointing authority, 

Wisconsin 



,.. 
' 

COUNTY MERIT SYSTEM COMPENSATION PLAN 

except that in the case of 6ourt attached juvenile court workers 
and employees of the children's boards, approval must be preceded 
by the recommendation of the. Division for Children and Youth~ In 
such instances, a new minimum fo!' all employees in.the same class 
would not be established. Such recommended increase shall be 
limited to two steps above the established minimum. 

PW-PA 10,27 - Salary Adjustments 

(l) Adjusting salaries to the revised schedules or> new. schedules 

a. The rate of pay of those employees below the minimum in the 
applicable schedule shall be adjusted to the minimum upon 

· adoption of revised or new higher schedules, 

b, If at the time this compensation plan goes into effect the 
salary of any employee does not coincide with one of the 

·' step intervals, adjustment need not be made and reimburse
ment will be made on the amount paid in multiples of $5. · 

c. Upon the adoption of a I'evised schedule or a higher schedule., 
permanent employees may be paid at a rate of one intermediate 
step above the minimum for the ·classification in accordance 
with PW-PA 10.27 (~). 

( 2) Promotions - Reclassifications - An employee who is promoted or 
reclassified shall ha'Vel'iIS salary adjusted at least to the mini
mum rate of pay for the new class if his salaI'y before promotion 

:·: or reclassification fell below such minimum rate. 

(3) Demotions - An employee who is demoted shall have his salary 
reducecf""'it least to the maximum rate of the new class.· 

( 4) Transfers - An employee who is transferring shall b<? paid a salary 
within the range of the schedule adopted by the agency to which he 
is transferring. 

Reinstatements - Ah employee who 'is certified fr>om a I'einstatement 
register may be pai,d at the same rate that he last reqeived :tn the 
same class of position if it fal.ls within the salary range of the 
class reinstated to. 



(6) Part-time e.nd over-time employment - The rates prescribed in the 
salary ranges ·are the rates payable for full-time employment sub
ject to 'vadation, sick leave allowances, etc. When employment is 
on a part-time basis or for a portion of a month, the proportionate 
part of tJ:ie rate for the time actually employed shall be paid. 
Over-time' payments, necessitated by acute labor shortages, may be 
approved.when the hourly rate is straight time computed on the 
basis of the regular monthly salary. 

(7) Cost-of~living bonus - This compensation plan makes no provision 
for, nor does it recognize, a cost-of-living bonus. Reimburse
ment will be made exclusively on compensation paid as salary within 
the ~s.tablished ranges of the schedules under PW-PA 10. 25. 

( 8) Pe:r.manent Status in Class Mini.mum (PSICM) - The agency may adjust 
the salary- of an employee with permanent status in the class to 
one intermediate step above the minimum for the classification. 

PW-PA 10.28 - Salary Advancements 

( 1) All saiary advancements (merit increases) shall be based upon quality 
and quantity of work as reflected by performance reports, and upon 
other recorded measures of performance, giving due consideration to 
length of service. 

( 2) Salary advancements shall be equ:t tably distributed among the el'igible 
employees of all classes of positions. 

(3) Salary c.dvancements may be granted in multiples of $5 after· a full 
one-stop increase up to a maximum of two steps in the salar>y range 
at one time and shall be limited to intervals of not less than one 
year except as provided in PW-PA 10.28 (4), (5), (6) and (7), 

( 4) ' Salary advancements may be given upon the completion of the oriiginal 
ori promotional six month probationary periiod. Where an extended 
probation is applied to director positions a probationary increase 
may be granted at the end of six months even though the probation 
extends beyond that period. Such advancement shall be limited to 
one step. This provision does not apply to reclassification~ 

Wisconsin 



(5) 

(6) 

( 7) 

( 8) 

PeI'manent status employees, upon promotion or reclassification, 
may be granted an increase of one step or to one step above the 
minimum of the new classification, whicheve!' is greater. 

During a pel"iod of emergency when an employee is required to 
assume responsibilities of a more advanced position, an increase 
of more than one step and at an interval of less than one year 
may be granted for the period of the emergency •. 

When the ·county Board provides for across-the-poard increases 
for all county employees, the Welfare Board and the Director 
may grant increases in accordance with this provision to· 
employees of the welfare department within the riange of their 
classifications and at intervals of less than one year. 
Employees of children's boards and juvenile courts under the 
merit system may be included under provisions of this sub
section. 

State reimbursement on retroactive salary increases will not be 
approved. The effective date is either the first of the month 
within which the county appointing authority takes official 
action or a future date indicated in a recommendation. 

PW-PA 10.29 - Travel Allowance 

Equitable allowance or reimbursement for travel is a part of this com
pensation plan and shall be granted above and beyond the compensation 
for personal services. Employees, including students receiving field. 
training, and welfare board members, shall be granted an allowance or 
shall be reimbursed for travel required in the performance of their 
duties. Pursuant to Rule PW-PA 20.20, state r~imbursement must be based 
upon allowances not in excess of the rates specified in Sec. 20,941 (1). 
It is herewith also required as a condition for state reimbursement that 
all employees in a county agency whose duties involve travel shall 
receive equal treatment with respect to travel ·allowance rates. All 
claims for expenses shall be supported by receipts and other satis
factory evidence required by Sec, 16.53, Stats. 



COUNTY MERIT SYSTE~ COMPENSATION PLAN -- ·--=- ~ -~ . 

PW-PA 10.30 - Classification of County Agencies 

(l) County agencies shall be classified by the Division in accordance 
with the number• of approved full-time staff positions. 

a. Each agency will be ranked according to the number of 
positions on July 1 annually. 

b. Allocation of county agencies to the appropriate "classifica
tion" will then be determined by a pericentile distribution 
as follows: 

Classification Percentile Distributionl 

Class I Agency 1% to 20% 

Class II Agency 21% to 35% 

Class III Agency 26% to 80% 

Class IV Agency 81% to 100% 

lExact pe~centages may need to be adjusted slightly 
up or down to allow for one or more agencies having 
the same number of approved positions. 

1. Agencies will be classified on the basis of the above plan. 

2. Incumbents in agencies classified on the basis of the new 
allocation will not be reduced in classification if the 
agency is later reallocated to a lower class. 

3. Directors of county agencies who have· qualified for their 
positions will not be required to further qualify because 
of any future change in agency allocation, 

(2) Maintenance of Appropriate Classifications of County Agencies 

The Division will review approved full-time staff positions for each 
agency on July 1 of each year. Any indicated change will be made 
effective as of July 1. If the agency classification is changed up
ward, the incumbent director's classification will be adjusted upward. 
If the agency classification is adjusted downward, the incumbent 
director will not be reduced in classification. 
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COUNTY MERIT SYSTEM CLASSIFICATION PLAN 

PW-PA 10.32 

CLASS TITLE: Director - Class_IV County Department of Public Welfare 
only. 

DEFINITION: Within the authority delegated by the county board of 
supervisors, and under general supervision of the county .board of 
public welfare and the State Department of Public Welfare, to serve 
as the executive and administrative officer of a county department 
of public welfare approved as class IV. (See PW-PA 10. 30. ) 

CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

·To be responsible for all phases of the public welfare program in 
a class IV agency and to plan, organize, direct, and coordinate 
the wor·k of the various units of administr•ation for the efficient 
and effective operation of the program; 

In consultation and agreement with the county board of public 
welfare to be responsible for financial planning, including prepa·· 

.ration of budgets, maintenance of fiscal controls, and submission 
.. · of required reports to the county board; 

To determine personnel requirements and to be responsible for the 
appointment of staff with the approval of the county board of · 
public welfare and in compliance with the county merit system; 

To organize and administer a formalized, comprehensive and effective 
staff development program, including in-service training and appro
priate use of other educational resources; 

To cooperate with l'.'epresentatives of the state department in the 
operation and development of the county welfare program;. and to 
di:r.ect the preparation and submission of required reports to the 
state department; 

To be responsible for obtaining the active partfoipati.on of the 
county board of public welfare in policy making, in community 
interpretation, and to bring to the board any and all matters 
on which it is appropriate for the administratov to seek the 
board's advice; 

To be responsible for the public relations of the county agency 
and for the interpretation of the public welfare pr•ogram to the 
community; · . 

To engage in conferences with the supervisory staff and to be 
responsible for periodic staff evaluations; 
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To cooperate with other agencies, officials and citizens in 
planning for community services; 

To be responsible on a community-wide basis for stimulation and/or 
development of resources and extension of services to provide edu
cation, health care, housing, training and employment essential to 
the prevention and reduction of dependency; 

To be responsible for involving clients and other potential 
participants in the planning for social services; 

To stimulate and supervise research pertinent to the development 
of the county welfare program. 

QUALIFICATION REQUIREMENTS: 

Minimum Education and Experience: Five yeal'.'s of full-time paid 
employment within the last nine-years in public or voluntary wel-
fare work in an administrative or professional capacity and 
graduation from an accredited four-year college or university. In 
addition, the applicant must have a certificate issued by the State 
Department of Public Welfare for completion of 255 hours of in-service 
training. This requirement is waived for anyone who within the pre
ceding four years had at least three years of county welfare experience 
as a directo:r., or who has completed one year of graduate training in an 
accredited school of social work. Graduate study in an accredited school 
of social work may be substituted for two years of the qualifying experi-
ence on a year for year basis. · 

Knowledges: ·(a) Thorough knowledge of organization and functions 
of the state and local governments, including finance, with partic
ular reference to their implications on the county level. 
(b) Thorough knowledge of Wisconsin public welfare laws and of 
pertinent provisions of the federal social security act., and 
familiarity with laws, regulations, and practices pertaining to 
other federal public welfare programs and of public and private 
agencies in the state providing special services. 
(c) Extensive knowledge of modern administrative practices and 
procedures, budgeting and fiscal management, public administration, 
and personnel management. 
(d) Considerable knowledge of current social and economic problems 
and the way in which these problems affect families and individuals. 
(e) Considerable knowledge of human behavior and the basic principles 
and practices of social work. 

Abillties: (a) To work with people; to exercise good judgment in 
appraising situations, making decisions, planning and directing work. 
(b) Competency in public relations demonstrated by ability to 
promote and develop the public interest, 'lmd~rstanding, and support 
in the objectives and benefits of adequate community welfare services. 

Personal Attributes: Satisfactory appearances and poise'; trust
~s; aml-:ti'rtegrity. 
Physical Characteristic~! Good physical condition. · 
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CLASS TITLE: Di~ector - Class III Coun-t:y Dep~rtment of Public Welfare 
only. 

DEFINITioN: Within :the authority delegated by the.county board 
of supervisors, and under general supervision of the county board 
of public welfare and the State Department of Public Welfare, to 
serve as the executive and administrative officer of a county 
department of public welfa!'e approved as class III. (See PW·-PA 10. 30.) 

CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

To be responsible for all phases of the public welfare program 
in a class III agency and to plan, organize, direct, and coordi
nate the wor1k of the various units of administration for the 
efficient and effective operation of the program; 

In consultation and agreement with the county board of public 
welfa1"e to be responsible for financial planning, including prepa
ration of budgets, maintenance of fiscal controls, and submission 
of required reports to the county board; 

To determine personnel requirements and to be responsible for the 
appointment of staff with the approval of the county board of 
public welfare and in compHance with the county merit system; 

To organize a_nd administer a formalized, comp1"ehensive and effec
tive staff development progr'am, including in-service training 
and appropriate use of other educational resources; 

To cooperate with representatives of the state department in the 
operation and development of the county welfare program; and to 
direct the p1~eparation and submission of required reports to the 
state department; 

To be responsible for obtaining the active participation of the 
county boar•d of public welfare in policy making, in community 
interpretation, and to bring to the board any and all matters on 
which it is app:copr'iate for the administrator to seek the board's 
advice; 

To be responsible for the public relations of the county agency 
and f,or the interpretation of the public welfare program to the 
community; 

To engage in conferences with the supervisory staff and to be 
responsible for periodic staff evaluations; 

To cooperate with other agencies, officials and citizens in plan
ning for comrnuni ty services; 
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To be responsible on a community-wide basis for stimulation and/or 
development of resources and extension of services to provide edu
cation, health care, housing, training and employment essential to 
the prevention and reduction of dependency; 

To be responsible for involving clients and other potential parti
cipants in the planning for social services; 

To stimulate and supervise research pertinent to the devel
opment of the county welfare program. 

QUALIFICATION REQUIREMENTS: 

Minimum Education and Experience: Four years of full-time paid 
employment within the last nine years in public or voluntary 
welfare work in an administrative or professional capacity and 
graduation from an accredited four-year college or university. In 
addition~ the applicant must have a certificate issued by the State 
Department of Public Welfarie for completion of 255 hours of in-se1•vice 
training. This requirement is waived for anyone who within t~e pl'.'e
ceding three years had at least two years of county welfare experience 
as a director, or who has completed one year of graduate training in 
an accredited school of social work. Graduate study in an accredited 
school of social work may be substituted for two years of the qualifying 
experience on a year for year basis. 

Knowledges: (a) Thorough knowledge of 01'ganization and functions 
of state and local governments, including finance, with particula:ri 
reference to their implications on the county level. 
(b) Thorough knowledge of Wisconsin public welfare laws and of 
pertinent provisions of the federal social security act, and 
familiarity with laws, regulations~ and practices pertaining to 
other federal public welfare programs and of public and private 
agencies in the state providing special services. 
(c) Extensive knowledge of modern administrative practices and 
procedures~ budgeting and fiscal management, public administration, 
and personnel management. 
(d) Considerable knowledge of current social and economic problems 
and the way in which these problems affect families and individuals. 
(e) Considerable knowledge of human behavior and the basic princi
ples and practices of social work. 

Abilities: (a) To work with people; to exercise good judgment 
in appraising situations, making decisions, planning and directing 
work. 
(b) Competency in public relations demonstrated by ability to 
promote and develop the public inter1est, undel'.'standing, and support 
in the objectives and benefits of adequate community welfare 
services. 

Personal Attributes: Satisfactory appearance and poise; trust
worthiness; and integrity. 

Physical Characteristics: Good physical condition. 



v 

COUNTY MERIT SYSTEM CLASSIFICATION PLAN 

CLASS TITLE: Director - Class II Count~ Department of Public Welfare 
.~mly. 

DEFINITION: Within the authority delegated by the county boa1'd of 
supervisors, and under general supervision of the county board of 
public welfare and the State Department of Public Welfare, to 
serve as the executive and administrative officer of a county 
department of public welfare approved as class II. (See PW·-PA 10. 30. ) 

CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

To plan, organize, direct and coordinate the work of the staff 
members in all phases of public welfare in a class II agency for 
the efficient and effective operation of the program; 

In consultation and agreement with the county board of public 
welfare to make. :financial plans including pr1eparation of budgets~ 
maintenance of fiscal control and submission of required reports 
to the county board; 

To determine personnel requirements and to be responsible for the 
appointment of staff with the approval of the county board of public 
welfare and in compliance with the county merit system; 

To organize and administer a formalized, comprehensive and effective 
staff development program, including in-service training and appro
priate use of other educational resources; 

To cooperate with r>epresentatives of the state department in the 
operation and development of the county welfa1"'e program, and to 
prepare and submit required reports to the state department; 

To obtain the participation of the county board of public welfare 
in policy making, in community interpretation, and to bi..,ing to the 
boar>d any and all matters on which it is appropriate for the admin
istrator to seek the board's advice; 

To maintain good public relations and interpret the public welfare 
program to the comniunity; 

T.o provide social work supervision; 

To ple>.n for regular staff meetings and conferences; to make 
periodic staff evaluations; 

To cooperate with other agencies, officials and citizens in planning 
for community services. 
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To be responsible on a community-wide basis for stimulation and/or 
development of resources and extension of services to provide 
education, health care, housing, training and employment essential 
to the prevention and reduction of dependency; 

To be responsible for involving clients and other potential partici
pants in the planning for social services; 

To stimulate and supervise research pertinent to the devel
opment of the county welfare program. 

QUALIFICATION REQUIREMENTS: 

Minimum Education and Experienc~: Three years of full-time paid 
employment within the last eight years in public or voluntary 
welfare work in an administrative or professional capacity and 
graduation from an accredited four-year college or university. In 
addition, the applicant must have a certificate issued by the State 
Department of Public Welfare for completion of 255 hours of in-service 
training. This requirement is waived for anyone who within the pre
ceding two years had at ·least one year of county welfare experience as 
a director~ or who has completed one year of graduate training in an 
accredited school of social work. Graduate study in an accredited school 
of social work may be substituted for two years of the qualifying ex
perience on.a year for year basis. 

Knowledges: (a) Thorough knowledge of organization and functions 
of state and local governments, including finance, with particular 
reference to their implications on the county level. 
(b) Thorough knowledge of Wisconsin public welfare laws and of 
pertinent provisions of the federal social security act, and 
familiarity with laws, regulations, and practices pertaining to 
other federal public welfare programs and of public and private 
agencies in, the sta.te providing special services. 
(c) Considerable knowledge of modern administrative practices and 
procedures, budgeting and fiscal management, public administration, 
and personnel management. 
(d) General knowledge of current social and economic problems and 
the way in which these problems affect families and individuals. 
(e) Considerable knowledge of human behavior and the basic princi
ples and practices of social work. 

Abilities: (a) To work with people; to exercise good judgment in 
appraising situations~ making decisions? planning and directing 
work. . 
(b) To give effective leadership in the development and adminis
tration of a county public welfare program. 

Perso~al Attributes: Satisfactory appearance and poise; trust
worthiness, and integrity. 

Physical Characteristics: Good physical condition. 
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CLASS TITLE: Director - Class I County Department of Public Welfare 
only. 

' . •· 

DEFINITION: Within the authority delegated by the county board of 
supervisors, and under general supervision of the county board of 
public welfare and the Sta.te Department of Public Welfare, to 
serve as the executive and administrative officer of a county 
department of public welfare approved as class I. (See PW-PA 10.30.) 

CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

To plan, organize, direct and coordinate the work of the staff 
members in all phases of public welfare in a class I agency for 
the efficient and effective operation of the program; 

In consultation and agreement with the county board of public 
welfare to make financial plans including preparation of budgets, 
maintenance of fiscal control and submission of required reports 
to the county board; 

To determine personnel requirements and to be responsible for the 
appointment of staff with the-approval of the county board of 
public welfare and in compliance with the county merit system; 

To organize and administer a formalized, comprehensive and effective 
staff development program, including in-service training and appro
priate use of other educational resources; 

To cooperate with representatives of the state department in the 
operation and development of the county welfare program, and to 
prepare and submit required reports to the sta~e department; 

To obtain the participation of the county board of public welfare 
in policy. making, in community int.erpretation, and ·to bring to the 
board any and all matters on which it is appropriate for the ad
ministrator to seek the board's advice; 

• :. ! 

To maintain good public relations and interpret the public welfare 
program to the community; 

To provide social work supervision; 

To plan for regular staff meetings and conferences, to make periodic 
staff evaluations; 

To cooperate with other agencies, officials and citizens in planning 
for community services; 
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To be responsible on a community-wide basis for stimulation and/or 
development of resources and extension of services to provide edu
cation~ health care, housing, training and employment essential to 
the prevention and reduction of dependency; 

To be responsible for involving clients and other potential partici
pants in the planning for social services; 

To stimulate and supervise research pertinent to the devel
opment of the county welfare program. 

QUALIFICATION REQUIREMENTS: 

Minimum Education and Experience:· ·Two years of full-time paid 
employment w:i.thin · ·the-ra.St seven years in public or voluntary welfare 
work in an administrative or professional capacity and graduation 
from an accredited four-year college or university. In addition, the 
applicant must have a certificate issued by the State Department of 
Public Welfare for completion of 255 hours of in-service training. 
One successfully completed year of graduate work in an accredited 
school of social work may be substituted for one year of qualifying 
experience and the training certificate. 

~nowledges: (a) Thorough knowledge of organization and functions 
of state and local governments, including finance, with particular 
reference to their implications on the county level. 
(b) Thorough knowledge of Wisconsin public welfare laws and of 
pertinent provisions of the federal.social security act, and 
familiarity with laws, regulations, and practices pertaining to 
other federal public welfare programs and of public and private 
agencies in the. s.tate providing special services. 
(c) Familiarity with modern administrative practices and pro
cedures, budgeting and fiscal management, pubiic administration, 
and personnel management. 
(d) General knowledge of current social and economic problems and 
the way in which these problems affect families and individuals. 
(e) Knowledge of human behavior and the basic principles and 
practices of social work. 

Abilities: (a) To work with people: to exercise good judgment in 
appraising situations, making decisions, planning and directing 
work. 
(b) To give effective leadership in the development and adminis
tration of a county public welfare program. 

Personal Attributes: Satisfactory appearance and poise; trust
worthiness; and integrity. 

Physical Characte~isti~: Good physical condition. 
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CLASS TITLE: Social Work Supervisor II (See Section III, 
Chapter VI.) 

•· .•• , !., 

·~'. DEFINITION: . Under general direction of· th~··airector, judge, or 
children's board in those agencies desig·nciited for this classification, 
supervises and develops the social service staff, promotes and maintains 
professional standards of social work practice, reviews and coordinates 
the work of the staff, interprets agency programs, participates in 
community planning to meet welfare needs, and performs other work as 
assigned. 

,I 

CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

With considerable latitude for program planning, may do any of the 
duties of a Social Work Supervisor I, and, in addition: 

Is responsible for and ~irects work of agency supervisors. 

Is chief of social services and/or director of staff development. 

QUALIFICATION REQUIREMENTS: 

Minimum Education and Experience: Graduation from an accredited 
four-year college or university and two years of approved graduate 
work in an accredited school of social work. Three years of full
time paid employment within the last seven years in a casework or 
supervisory capacity in a public or voluntary welfare agency main
taining acceptable standards. 

Knowledges: (a) Extensive knowledge of approved. social case work 
principles and methods in the field of welfare, family inter
relationships, and individual and group behavior. 
(b) Thorough knowledge of current social and economic problems 
and the way in which these problems affect families and individuals. 
(c) Thorough knowledge of laws~ regulations and practices per
taining to federal and state public welfare programs. 
(d) Extensive knowledge of community welfare and health resources 
and ways in which these resources may be made available to people 
in need. 
(e) Familiarity with literature in the field of public welfare and 
social work. 
(f) Considerable knowledge of community organization principles 
and methods. 
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Abilities: (a) To direct and supervise the work of others. 
(b) To stimulate staff growth and development and to give effective 
casework consultation. 
(c) To maintain perspective between various demands and to keep 
balance between the various programs and activities. 
(d) To communicate ideas effectively. 
(e) To recognize individual differences in workers and to gauge 
their learning patterns and potential for independent work. 

Personal Attributes: Satisfactory appearance and bearing; 
enthusiasm; energy; objectivity; patience; integrity; resource
fulness; initiati.ve; intellectual curiosity; recognition of need 
for individuals to get satisfaction and recognition from good 
performance. 

Physical Characteristics: Good physical condition . 
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CLASS. TiITLE: Soci~l Wor~- Supervis<?:t' I 

DEFINITION: Under general direction of the director, judge, children's 
board or Social Work Supervisor II supervises and develops assigned 
social service staff, maintains professional standards of social work 
practice, reviews and coordinates the work of the staff, interprets 
agency programs, participates in community planning to meet welfare 
needs, and performs other work as assigned. 

CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

Plans, organizes and dhiects the activities of the social service staff 
for the efficient and effective oper'ation of the program; 

Guides the professional development and training of the social service 
staff; is responsible for supervision and evaluates staff performance; 

Supervises intake and social studies, disposition of requests and 
inquiries, plans for assistance and casework treatment, review of 
continuing eligibility and handling of -complaints; -

Reviews selected case records for accuracy and completeness of investiga
tion, validity of decision, soundness of case p,lan and as a basis for 
determining staff training needs; 

Assists the director or judge :i.n developing and implementing policies 
and procedures to assure effective administration and recommends social 
work p1~actices and procedures for improving agency services; 

Assists in interpreting agency programs and services to the community 
and participates in activities for developing interest in community 
welfare practices and need. 

QUALIFICATION REQUIREMENTS: 

Minimum Education and Expet>ience: Graduation from an accredited four
year college or univet>sity and two years of approved graduate work in 
an accr>edited school of social wor>k. Two years of full-time paid employ
ment within the last seven yea~s in a casework capacity in a public or 
voluntary welfare agency maintaining acceptable standards. 

Knowledges: (a) Extensive knowledge of approved social casework 
principles and methods in the field of welfare 3 family inter
relationships, and individual and group behavior. 
(b) Thorough knowledge of current social and economic problems and the 
way in which these problems affect families and individuals. 
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(c) Thorough knowledge of laws, regulations and pr>actices pertaining to 
federal and state public welfare pr>ograms. · · 
(d) Extensive knowledge of community welfare and health resources and 
ways in which these resources may be made available to people in need. 
(e) Familiarity with literature in the.field of public welfare and social 
work. 
(f) Considerable knowledge of community organization principles 
and methods. 

Abilities: (a) To direct and supervise the wo:i;k of others. 
(b) To stimulate staff growth and development and to give effective 
casework consultation. 
(c) To maintain perspective between different parts of the job and 
balance between the various programs. 
(d) To communicate ideas effectively. 
(e) To read record material diagnostically. 
(f) To recognize individual differences in workers and to gauge 
their learning patterns and potential for independent work. 

Personal Attributes: Satisfactory appearance and bearing; enthusiasm; 
energy; objectivity; patience; integrity; resourcefulness; initiative; 
intellectual curiousity; leadership qualities. 

Physical Characteristics: Good physical condition. 

·~ ,. . ': 
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CLASS .TIJ'.LE: Social Worker V 

DEFINITION: This is a highly respbnsible, independent social worker. 
Employes in this class carry an independent total caseload responsi
bility .for all types of clients irtcludi'ng multi-disciplinary and 
inter-service complexities. Employes in this class speak and act 
with authority, independently representing the agency in any 
situation involving their clients, utilizing their own professional 
judgment and are held individually responsible for their actions. 
Social work consultation or supervision is not imposed~ but is avail
able at the request of the worker. 

CHARACTERISTIC DUTIES AND RESPONSIBILITIES: .. ' 

Obtains information from clients, members of their families and 
others to identify social, economic, emotional, health or physical 
problems and to ·determine eligibility and the need for casework or 
other services; · 

Provides casework and counseling services to clients and members of 
their families to aid them in-achieving a more satiSfactory adjust
ment of their specific problems or situation; 

Provides protective and supportive ~ervices for clients who are in 
situations detrimental to their well-being or that of the community· 
or who are undergoing clinical treatment or hospitalization) 

Performs in an advisory capacity to other professional staff ·in 
specialized areas through participation in conferences and meetings 
for purposes of diagnosis and plan of treatment; 

Works in close cooperation with other social agencies, hol:ipitals, 
clinics, courts, and community resources in planning to meet the 
needs of clients and assists the clients in utilizing these resources; 

Interprets the program, policies, and procedures to individuals, 
groups, and agencies; 

Prepares case histories, writes letters, makes reports, and 
keeps records; 

Performs related work as required. 

Wisconsin 

·:.·. 



'·'~~~--~~~~~· 
COUNTY MERIT SYSTEM CLASSIFICATION PLAN 

QUALIFICATION REQUIREMENTS: 

Minimum Education and Experience: Graduation from an accredited four
year college or university and two years of approved graduate work in 
an accredited school. of social work. Two years of full-time paid employ
ment within the last seven years in a casework capacity in a public or 
voluntary welfare agency maintaining acceptable standards. 

Knowledges_: {a) Thorough knowledge of. human. growth and behavior~ and 
of casework principles and meth.ods. 
(b) Thorough knowledge of causal factors u~~erlying family breakdown 
and community disovganizat ion. . .. 
(c) Thorough knowledge of laws, regulations and practices pertaining 
to federal and state public welfare programs . 
. (d) Thorough knowledge of welfare and health resources and ways in 
which thes.e resources should be .made available to people in need of 
theJTI. 
{e) Considerable knowledge of community organization principles and 
methods. 

Abilities: {a) To function independently, using knowledge of agency 
lawsand regulations as well as social work knowledge and skills. 
(b) To make social diagnoses and provide appropriate social casework 
treatment. 
(c) To plan and organize work to achieve most effectively program 
objectives. 
(d) To communicat~ effectively and professionally? both verbally and 
in writing. 
(e) To recognize the agency administrative: structure, and to accept 
supervisory and/or consultative help constructively. 
(f) To work cooperatively and effectively with agency staff, local 
officials, and with other public or voluntary personnel. 
{g) To provide skilled social treatment and supervision in accordance 
with accepted casework principles. 

Personal Attitudes and Attributes: Respect for individual differences, 
capacity to respond t.o human beings with proplerns' adaptability' and 
emotional stability. 

.,. 

Physical Characteristics: Good physical condition. 
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CLASS TITLE: Social Worker IV 

DEFINITION: Under supe!'vision, utilizing environment.al? supportive and 
insight treatment techniques provides selected clients with social services 
centering around the personal and emotional problems of individuals and 

.families. Undertakes diagnostic studies to identify the nature, cause, 
and extent of the client's difficulties; plans and carries out a program 
of preventive and rehabilitative treatment to enable clients to mar•shal 
inner resources and achieve personal, social and economic adjustment; 
evaluates effect of policy and procedures; participates in agency and 
community planning. · 

CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

With appropriate supervision and considerable latitude for the use of 
independent professional judgment, may perform any of the duties of a 
Social Worker II and/or one or more of the following: 

Makes diagnostic studies on assigned cases and, when requested, 
on those assigned to others to id~ntify nature, cause, and extent 
of client's problems, and to indicate treatment of choice; 

Plans for and applies intensive social work treatment in helping clients 
of all ages toward a solution of problems cre~ting dependency, delinquency 
and mental illness; 

Furnishes social work services to children and parents in their own 
homes as a means of strengthening family life; provides social work 
services to unmarried mothers; and makes investigations regarding 
adoptions; 

Works with schools and other agencies .to identify children who a!'e in 
need of special help and jointly plans how these needs. can best be met; 

Participates .in planning conferences with other public and voluntary 
agencies for jointly considering problems for better use of existing 
resources and for developing needed resources; 

Interprets to the community the causal factors in family breakdown and 
behavior problems as they are related to the agency's program and services; 
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Participates in establishing agency policies and procedures to enable 
professionally recognized social work practices; 

As assigned~ gives supervisory help to Social Workers I and II. l/ 

QUALIFICATION REQUIREMENTS:. 

Minimum EducatiOn and Experience: Graduation from an accredited four
year college or university"and two years of approved graduate work in 
an accredited school of social work, 

Knc;wledges :. (a) Thorough knowledge of human growth and behavior., and of 
casework principles and methods. 
(b) Thorough knowledge of causal factors underlying family breakdown and 
community disorganization. · 
(c) Thorough knowledge of laws, regulations and practices pertaining to 
federal and state public welfare priograms. 
(d) Thorough knowledge of welfare and health resources and ways.in which 
these resources should be made available t:o people in need of them. 
(e) Considerable knowledge of community organization principles and 
methods. 

Abilities: (a) To make social diagnosGs and provide appropriate social 
casework treatment. · 
(b) To plan and organize work to achieve most effectively program 
~bjectives. · 
(c) To: communicate effectively and professionally both verbally and in 
writing. 
(d) To recognize th~ agency administrative structure, and to accept super
visory and/or consultative help constructively. 
(e) To work cooperatively and effectively with agency staff, local 
officials, and with other public or voluntary personnel. 

~· Personal Attitudes and Attributes: Respect for individual differences, 
capacity t"'O"respond to human beings with problems, adaptability, and 
physical and emotional stability. 

Physical Characteristics: Good physical condition. 

1/ No supervisory func~ions will be permitted until the employee has 
satisfactorily completed a minimum of one year's experience in a social 
work position. 
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CLASS TITLE: Social Worker III 

DEFINITION: This is a supervising social work position. Under 
general direction supervises social workers who serve at intake 
or who carry a general caseload; ensures conformity of worker's 
practice to agency policies. Participates in staff development, 
in research, and in the development of policy; interprets agency 
program and policy to the community, and participates in community 
planning as assigned; reviews cases and work assignments regularly, 
in cooperation with social work supervisors; cooperates with other 
agencies in promoting and developing resources; performs related 
duties. 

CHARACTBP.ISTIC DU~'-1 BS AND RESPONSIBILITIES: 

Supervises social worke1.,s through regular individual conferences·; 
and g1.,oup meetings, helping them to carry out their duties; 

Reads and studies groups of cases, identifying those needing further 
attention 9 special diagnostic study, consultation, or complementary 
servicesj and those needing further information or action to comply 
with agency requirements; 

Assists social workers to recognize client's problems, to provide 
services which are set forth in agency policy, and to refer clients 
to appropriate resources either within or outside the agency; 

Maintains qualitative and quantitative standards for workers' per
formance, ensures that work assignments are carried out, evaluates 
performances, and recommends personnel action; 

Participates in the staff development and training program of the · 
agency; 

Participates in reviews of agency programs and administrative con
ferences; 

Cooperates with social work supervisors in arranging for and parti
cipating in case conferences 9 and in coordinating activities of 
social workers; · 

Takes responsibility for reporting to the director on progress and 
problems; makes recommendations for change in program policy~ pro
cedures, and methods df operation; 

Participates in interpreting program and policy to the community, in 
developing resources, and in interpreting inter-agency cooperation; 
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Participates in research and in policy formulation an<l. public inter·
pretatlon; 

Represents the agency in meetings relating to the agency program. 

'·· QUALIFICATION REQUIREMENTS: 

·-Minimum Education and Experience: Graduation from an accredited 
·.· four-year college or university and three years experience as a 

•,.•. 

· soci'al worker. In addition applicant must have a certificate issued 
by the State Department of Public Welfare for completion of 255 hours 

':of in-service trainin&? · including 25 hours of sup:~rvisory training. 

Knowledges: (a) Basic knowledge of supervisory principles, methods~ and 
functions. 
(b) Some knowledge of principles and methods of social work and their 
application to public welfare. 
(c) Basic knowledge of the philosophy, history and development of social 
welfare programs. 
(d) Basic knowledge of the operation of state and local government. 
(e) Basic knowledge of human behavior. Some knowledge of the dynamics of 
group and interpersonal relations and social interaction. 
(f) Basic knowledge of such social problems as family disorganization, 
discrimination, disability, poverty, unemployment, and aging, and their 
effect on the individual . 

.. , (g) Some knowledge of the living conditions, values, and behavior of the 
.:_, ethnic and subcultural groups served by the agency. 

:·:.: (h) Basic knowledge of the role of government and public welfare in 
providing financial assistance and service. 
(i) Basic knowledge of the content and range of financial assistance, 
medical assistance, and social services to the. aging. 
(j) Basic knowledge of community agencies and social programs. 
(k) Some knowledge of research methods ~nd .the use of research findings. 

Abilities: (a) Ability to establish and maintain working relationships. 
(b) Ability to speak and write clearly and effectively. 
(c) Ability to assume supervisory responsibility and to work within 
the agency framework. 

Personal Attributes: Respect for individual differences; adaptability, 
and physical and emotional stability. A readiness for continuing study 
and growth. 

Physical Characteristics: Good physical condition. 
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CLASS TITLE: Social Worker I! 

DEFINITION: This is the advance agency trained social worker 
position. Under supervision 9 . provides clients with environmental 
and supportive social services designed to overcome financial,· 
.persona+ 9 heal th, or family problems; makes social studies to deter1mine" 
services· needed; gives agency services when appropriate and refers 
clients·::for other community· services when needed; gives support and 
encouragement to clients. Services to clients may take the form of 
pr>otective actions in their behalf and the development of resources 
within the community to meet specific needs. 

CHARACTERISTIC DUTIES AND RESPONSIB.ILITIES: 

With appropdate supervision and more .latitude for individual 'judgment 
may perform any of the duties of a ~ocial Worker I, and/or one or> 
more of the following: 

Ser>vices a caseload involving personal arid social behavior> problems 
which :r>equire special study, plann.ing and treatment; 

Pr>ovides social services appropriate to the client's problem, gives 
consultation, makes referral o:r. takes other action; 

Is responsible for exploratory and diagnostic intake and appropriate 
worker referral; 

For disaster preparedness acts as the agency emergency welfare worker 
with responsibility for> preparing procedures, conducting tralning 
sessions~ and interpreting the emergency welfare program to the com
munity; 

Develops satisfactory plans for casework services in cooperation with 
available local and state welfare and health agencies; 

Performs other related work as assigned. 

QUALIFICATION REQUIREMENTS: 

Minimum Education and Experience: Graduation from an accredited four
year college or univer>sity and completion of 12 graduate credits in an 
accredited school of social work. Each year of full-time employment 
as a caseworker in a public or voluntary agency may be substituted for• 
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six of the above-mentioned graduate credits providing the requirements 
for an in-·service training ce:r.tificate have been met and such certifi
cate issued by the State Department. of Public Welfare. This certifi
cate is awarded uporicompletion of 180 hours of participation in staff 
development activities, e.g.~ orientation, workshops and institutes. 
Permanent employment status as a Social Worker I and a minimum.of 
five continuous years experience in this capacity may be substituted for 
the college and graduate credit requirem~nts providing the requirements 
for an in-service training certificate have been met and such certificate 
issued by the State Department of Public Welfare. 

Knowledges: (a) Considerable understanding of human growth and 
behavior:-
(b) Considerable knowledge of current social and economic problems and 
the way in which these problems affect families and individuals. 

·~ (c) Considerable knowledge of laws, regulations and practices per-
taining to federal and state public welfare programs. 
(d) Considerable knowledge of welfare and health resources, and 
ways in which these resources may be made available to people in 
need of them • 

. (e) Considerable knowledge of approved social work principles, 
methods and practices. 

AbilJ. ties: (a) To provide environmental and supportive social services 
adequately and skillfully. 
(b) To plan and organize work to most effectively achieve program 
objectives. 
(c) To relate to people in an unprejudiced· and understanding manner 
with concern for their circumstances and feeling. 
(d) To prepare andmaintain necessary recor>ds and reports, and to 
understand and follow oral or written instructions. 
(e) To work cooperatively and effectively with local officials and 
with public and voluntary agencies. 

Personal Attitudes and Attributes: Acceptance of individual dif
ferences in people, recognition of worth and dignity of individuals, 
sensitivity to human feelings and needs, recognition of society's 
responsibility for human welfare; pride and satisfaction in being 
associated with the governmental agency which provides such services; 
satisfactory appearance and bearing; energy) emotional maturity; 
reliability; tact; integrity; good judgment~ skill in_hu~an relation
ships; initiative; and resourcefulness. 

Physical Characteristics:, Good physical condition. 
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CLASS TITLE: -Social Worker I 

DEFINITION: This is the beginning level social work position. Under 
appropriate supervision in a county agency makes financial investiga
tions and social studies of persons and families in need of financial 
assistance and/or other social service, makes recommendations fol'.' 
administrative decision and perforims other related.work as assigned. 
With continuing training the worker develops skill in the use of 
environmental and supportive treat-ment techniques to help clients cope 
with their personal, social and economic problem~. 

CHARACTERISTIC DU'l'IES AND RESPONSIBILITIES: 

Accepts requests and refevrals for public assistance, child welfare, 
juvenile court services and related welfare services; determines 
through interviews, home visits, and collateral investigations the 
eligibility of these individuals and families; 

Explains the scope of the agency's services and discusses the client's 
vights and responsibilities in relation to his use of such services; 

Secures or arranges to secure verifying evidence pertaining to social 
history and need~ such as vecords of birth, marriage~ income, resources 9 

and property; 

Determines the extent of need through a budget, and submits for approval 
plans for financial aid, including the initial payment, subsequent 
changes and discontinuances; 

Identifies the client's need for preventive, remedial, or rehabilitative 
services, and the availability of existing services; 

Plans with the supervisor for individual ov group social services 
appropriate to the client's problems and for consultation, referral or 
other action; 

Gives appropriate services to clients and refers to community resources 
where appropr•iate; 

Continues contacts with clients by reviewing their economic and 
social situations as necessary~ and recommends modification of the 
original plan as indicated; 

Maintains case records containing pertinent~ accurate and current 
information~ prepares correspondence, reports and other records as 
required; 
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Acts as the agency emergency welfare worker with responsibility for 
preparing procedur•es, conducting training sessions~ and interpreting 
the emergency welfare program to the community; 

Performs related duties as assigned. 

QUALIFICATION REQUIREMENTS: 

Minimum Education and Experienc(?: ·Graduation from an ?ccredi ted. · 
foiir:year"collegeor university. 

Knowledges: (a) Some understanding of human growth and behavior. 
(b) Knowledge of current social and economic problems and the .way 
in which these problems affect families and individuals. 

Abilities: (a) To develop skill in human relationships. 
(b) To acquire and apply within a few months, a good working knowledge 
of laws, regulations and practices pertaining to federal and .state 
public welfare programs. 
(c) To acquire, within a few months, a good working knowledge of 
community welfare and health resources, and ways in which these 
resources may be used by people in need. 
(d) To plan and organize work to achieve most effectively program 
objectives. 
(e) To relate to people in an unprejudiced and understanding manner 
with concern for their circumstances and feelings. 
(f) To prepare and maintain necessary records and reports, and to 
understand and follow oral or written' instructions. 

Personal Attitudes and Attributes: Acceptance of individual 
differences in peopie~ recognition of worth and dignity of indi
viduals, sensitivity to human feelings and ·needs; i .... ecognition of 
society's responsibility for human welfare; pride and satisfaction 
in being assocfa.ted with the governmental agency which provides 
such services; satisfactory appearance and bearing; energy; 
emotional maturity; reliability; tact; integrity; good judgment. 

' 

Physical Characteristics: Good physical condition. 
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CLASS TITLE: Juvenile Courit Worker 

DEFINITION: Under close supervision in a juvenile court makes 
investigations of matters brought to the court's attention, assists 
in expediting.the court process, provide$· clearances for the court 
with the referral sources and other related'wo:t>k as assigned by 
the court. 

CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

Screens referrals to juvenile court to determine through investiga
tion that general jurisdictional factors are present in the referral; 

Explains the scope of the court's services; 

Secures verifying evidence pertaining to jurisdictional factors and 
gathers social history information when so directed; 

Plans with the supervisor for appropriate action, consultation, or 
riefer1'al; 

Continues contacts with youth and family as directed by the court; 

Maintains records containing pertinent, accurate, and current 
information; prepares correspondence, reports and other records 
as riequired. 

QUALIFICATION REQUIREMENTS: 

Mi,~imum. Education ~n<!:__!:x12eEJ.ence: Graduation from a foui~-year high 
school and five years of experience in working where there is 
personal adjustment of, or supervisory work with individuals or 
groups. 

Knowledges: (a) Some know.ledge of juvenile problems. 
(b) Knowledge of the general functioning of law enforcement agencies 
and the juvenile court. 

Abilities: (a) To acquire a working knowledge of laws, regulations 
and practices pertaining to the juvenile court. 
(b) To acquire a knowledge of communi+:y heal.th and welfare resources. 
(c) To plan and orgc:nize worik effectively. 
(d) To work with youth and parents in an unprejudiced and under
standing manne11

• 

( e) To prepar1e and maintain necessary records and reports and to 
understand and follow oral or written instriuctions. 
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Personal Attitudes and Att:r.i.butes: Satisfactory appearance and 
bearing;energy;· emotional maturity; reliabil.ity; tact; integrity; 
good judgment; acceptance of individual differences in people; 
l'.'ecognition of worth and dignity of individuals~ sensitivity to 
human feelings and needs. 

Physj.cal Characteristics: Good physical condition. 
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DEFINITION: Performs responsible administrative tasks related to 
eligibility determination and social services for welfare clients. 
Receives close supervision on new assignments but assumes independent 
responsibility for designated procedures. 

EXAMPLES OF WORK PERFORMED: 
' ':. ~: .. 

With appropriate supervision and more latitude for individual 
judgment may perform any of the duties of a Case Aide I, and/or 
one or more of the following: ... 

In contact with applicants and recipients of one of the social 
security aids determines factual aspects of eligibility and 
financial need; 

Reports a need for information or additional search when information 
is insufficient, inadequate, or incomplete; 

Observes and defines client's housing conditions, in response to 
specific requests, and submits reports on observations; 

Performs independent records check, such as property or insurance; 

In contact with applicants and recipients of surplus commodities, 
food stamps or Health Assistance payments and similar programs 
determines factual aspects of eligibility and need but does not 
assume responsibility for approval or certification; 

Performs related duties as assigned. 

QUALIFICATIONS: 

Desirable Training and Experience: Such training as may have been 
gained through graduation from high school and completion of two years 
of education at an accredited university, college, or junior college. 
Three years experience as a Case Aide I or in a position with similar 
tasks may be substituted for the college education or applicant may 
have an equivalent combination of training and experience. 
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_Regui.red Knowledges, Skills, and Abilities: (a) Ability to relate 
warmly and sensitively to client's needs. 
(b) Knowledge of social and economic conditions in the community. 
(c) Knowledge of .the role of social agencies in the community. 
(d) Knowledge of eligibility factors and standards and procedures 
of need determination for agency administered social security aid 
programs. 
(e) Some knowledge of gross symptoms of physical disability. 
(f) Ability to work independently and to exercise judgment. 
(g) Ability to gather facts and report them accurately. 
(h) Ability to communicate orally and in written form. 

~rsonal Attitud~d Attributes: Neatness in appearance and work; 
emotional maturity; objectivity; resourcefulness; initiative; and 
reliability. 

Physical Characteristics: Good physical condition • 
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CLASS TITLE: Cape Aide I 

DEFINITION: Performs responsible tasks which are related to client 
needs but which are of a routine nature. Performs administrative 
and clerical work related to provision of social services and 
eligibility determination. Works under close supervision. 

EY.AMPLES OF WORK PERFORMED: 

Receives inquiries from clients, provides information, and refers 
problems to the social worker; 

Secures from pre-determined sources, and verifies for accu+acy and 
completeness, collateral data used by the social worker; 

Screens telephone calls received by the direct service worker and 
handles routine client request, e,g., request for medical authoriza
tion, authorization for special need items, etc.; 

Mainta:f.ns appointment schedule for the social worker, keeping the 
worker informed of his appointments and cancellations; 

Enters information and maintains housing, resource and job 
opportunity files; 

Enters factual data in case files; 

Prepares and expedites agency forms (including statistical reports) 
as directed by the social worker; 

Maintains the worker's control system for periodic case review; school, 
medical, and statistical reports; and medicalj psychiatric, and dental 
appointments and re-examinations; 

Keeps records of his own activities and observations relating to 
clients for use by the worker; 

Assist clients in completing required forms and securing necessary 
documents; 

In contact with applicants and recipients of surplus commodities, 
food stamps or Health Assistance payments and similar programs 
determines factual aspects of eligibility and need but does not 
assume responsibility for approval or certification; 

Performs related duties as assigned. 
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1?.t:sirable.1'rainin.g ang __ ExperJ.e~~: Graduation from high school 
and one year of clerical experience. 

"?.eguired Knowiec,lges'~ Skills, and' Abilities: (a) Ability to relate 
warmly and sertsitiv'ely to client's needs. 
· (b) Some know'ledge of so.cfal conditions in the community. 
(c) Some knowledge of the role of social agencies in the community. 
(d) Ability to gather and report facts accurately. 
(e) Ability to communicate orally and in written form. 

'' Personal Attitudes <111..d Attributes: Aptitude for handling routine 
details; neatness in appearance and work; accuracy in detail; 
willingness and adaptability; alertness~ good ·memory; discretion 
in maintaining confidentiality~ · 

f.l)ysical Char_acted.sti9_§.: Good physi.cal condition~ ...... . , 
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"CLASS TITLE: Homemaker II 

DEFINITION: in county welfare departments which have one or more 
.. , :.':· Homemakers I and under the general supervision of a social worker 

or other professional person assumes full or partia:l responsibility 
· · · ., in ·the provision of homemaker services in more difficult cases and 

: : ·assists ·in the training and 'supervision of the' other homemakers. . ' 

CHARACTERiSTIC DUTlES AND RESPONSIBILITIES: 

.Assume-s any of the duties of a Homemaker I bi.it ·:in 'situations . , .. 
requiring a b~ gher d£;::gree of homemaker skill; ' . 

Assists irt orienting and training other'-hbmemakers in relation 
to the knowledges and skills expected of homemakers; 

Provides the non..;social work supervision' for the other homemakers;. 

Completes simple records and reports of homemaker activities. 

DESIRABLE QUALIFICATIONS: 

Experi!i:._nce: Two years of successful experience as a Homemaker I 
or its equivalent in a public or private ·agency. 

Physical health: Good physical health is required for the protection 
of families and to carry the responsibilities of a job involving hard 
physical work, travel in all kinds of weather, long hours, and 
emotional strain, (Pre-employment and annual physical examinations 
are required,) 

Attitude toward people: Ability to get along with people and to 
grow in understanding of them; respect for others and ability to 
accept their differences. 

a. To work with children, a homemaker should have warmth of person
ality and should like children, have patience with them, and be 
sensitive to their feelings. Should be able to be consistently 
firm and to deal with behavior that may be different from any 
previously encountered. 

b. To work with the aging, a homemaker should have a position 
philosophy toward the aging and their continued potentials 
for a satisfying and useful life. Must be able to give help 
and sympathetic understanding in a way that enables the aging 
indi.vidual to regain and/or sustain the highest possible degree 
of independent liv:Lng. 
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Emotional maturity: . Satisfying personal relationships and ability to 
find satisfaction in'caring for other people; capacity to assume re
sponsibility and to perform duties.competently; confidence in own 
ability. It is important to be dependable, particularly in being on 
the job as agreed. For instance, children already upset by a parent's 
illness or absence will need uninterrupted care. The homemaker needs 
to be sufficiently secure to withstand criticism by relatives~ neighbors, 
parents and even children. Flexibility is required in adapting to 
various situations and in acquiring new attitudes and skills. 

Respect for confidentiality: Should understand the reasons for 
confidentiality and for refraining from discussing a family's problems 
except with the social worker or, where indicated, with other pro
fessional workers, such as the physician or nurse coming into the 
home. 

intelligence andcapacity to learn through in-service training and 
supervision: The homemaker must be able and willing to learn through 
job experience supervision, and the training p.ro8ram of the agency. 

Abflities~ {a) To understand agency policies and procedures related 
to the homemaker function. (h) To complete simple reports and 
records. (c) To work with others; to exercise reasonable judgment 
in appraising situations, making decisions, planning and directing 
wo'rk. " 

.) •. ·. 
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CLASS TITLEi Homemaker I 

DEFINITION: Under the general supervision of a social worker or 
··other professional person in a county agency assumes full or partial 

responsibility in homes threatened with disruption of family life, 
..... ~. 1for child or adult care~ for household management, and for maintaining 

normal functioning of the home. 

CHARA.CTERISTIC DUTIES AND RESPONSIBILIT!ES ~ 

Assume homemaking duties on day or hourly assignment or as a resident 
homemake·r" including responsibilities for household management, keeping 
the house in clean and orderly condition and maintaining normal family 
living; 

Provides for the physical and emotional care and upbringing of child
ren. This will vary according to the age and development of the child; 

Helps with the care of the aged, ill or disabled, encouraging self
care and teaching other members of the family to carry out household 

· tasks within their capabilities; 

Purchases ·and prepares food for the family, plans future meals, and 
helps in working out a budget; 

Performs some routine household tasks such as daily cleaning, bed 
making, washing up after meals, doing some light laundry, ironing 

·and mending; 

Assists with personal services such as help with bathing, dressing~ 
shaving, care of hair and nails; 

Supervises and assists in carrying out recommendations of physician, 
nurse~ social worker, physical therapist, or nutritionist. Teaches 
and helps in personal adjustment with the goal of making the person 
and family as self-sufficient as possible; 

Encourages.family members to participate in appropriate recreational 
and cultural activities suitable to their ages and needs. 

DESIRABLE QUALIFICATIONS: 

Experience: Experience in care of children and adults and in home 
management is essential~ including performance of household duties, 
and the purchase and preparation of food. 
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Physical 
families 
physical 
strain. 

health: Good physical health is required for the protection of 
and to carry the responsibilities of a job involving hard 
work, travel in all kinds of weather, long hours, and emotional 
(Pre-employment and annual physical examinations are required.) 

Attitude toward peopl~: Ability to get along with people and to grow in 
understanding of them; respect for others and ability to accept their 
differences. 

a. To work with children~ a homemaker should have warmth of personality 
and should like children~ have patience with them, and be sensitive 
to their feeli.ngs. Should be able to be consistently firm and to 
deal with behavior that may be different from any previously 
encountered. 

b. To work with the aging~ a homemaker should have a position philosophy 
toward the agfog and their continued potentials for a satisfying and 
useful life. Must be able to give help and sympathetic under
standing in a way that enables t.he aging individual to regain and/or 
sustain the highest possible degree of independent living. 

Emotional maturitx: Satisfying personal relationships and ability to 
find satisfaction in caring for other people; capacity to assume re
sponsibility and to perform duties competently; confidence in own 
ability. It is important to be dependable, particularly in being on 
the job as agreed. For instance, children already upset by a parent's 
illness or absence will need uninterrupted care. The homemaker needs 
to be sufficiently secure to withstand criticism by relativesj neighbors, 
parents and even children. Flexibility is required in adapting to 
various situations and in acquiring new attitudes and skills. 

Res.pect for confidentiality: Should understand the reasons for 
confidentiality and for refraining from discussing a family's problems 
except with the social worker or, where indicated, with other profes
sional workers, such as the physician or nurse coming into the home. 

Intelligence and capacity to learn through in-s~vice training and 
supervision: The homemaker must be able and willing to learn through 
her job experience supervision, and the training program of the agency. 

Ability to work within an ageni;y: The homemaker must be able to 
understand that an employee of a social agency is different from a 
household worker employed independently by the family. Must be 
capable of learning to work with the social worker and other 
professional workers in carrying out a casework plan in which 
homemaker duties and role are defined. 
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CLASS TITLE: Administrative Assistant 

DEFINITION: Under the general supervision of the director of a 
Class III or IV agency, judge or children's board, supervises 
clerical employees, and/or performs specialized clerical functions 
of considerable difficulty and responsibility calling for thorough 
familiarity with agency regulations and procedures; and performs 

,other work as assigned. 

EXAMPLES OF WORK PERFORMED: 

Serves as the chief clerical employee or office manager, and in 
that capacity may supervise a clerical and stenographic staff; 

Plans and is responsible for the flow of work; assigns and checks 
work; and instructs the staff in proper office procedures; 

Works with the agency administrator in preparing budgets of 
estimated expenditures, county board reports, and prepares corres
pondence and reports; 

Is responsible for the record work involved in the purchase and 
issuance of supplies and equipment necessary for the operation of 
the agency, and the maintenance of a perpetual inventory record; 

Is responsible for the clerical work in the handling of property 
transactions, including verification of property values, filing 
and disposition of liens, and property management; 

Is responsible for the agency's fiscal procedures; including the 
preparation of payrolls and related financial and statistical 
reports. 

QUALIFICATIONS: 

Desirable Training and Experience: Such training as may have been 
gained through graduation from a college or university of recognized 
standi.ng: or graduation from high school and five years of office 
experience, two years of which were at the Clerk III level; or an 
equivalent combination of training and experience. 

Required Knowledges, Skills, and Abilities: 

(a) Considerable knowledge of the functions~ procedures, organization, 
and laws and regulations governing the administration of the 
unit involved. 
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(b) Considerable knowledge of modern·office practices, procedures 
:· and equipment. . , 

(.c.). • Working: knov,Jledge of the fundamental .p:ractices of public 
· administration. 

(d) Ability 'tp·. carry out special iin:<:l. general assignments requiring 
organiz~d.on; of material and develOpment of procedures without 
direct SUpervisio11. ·~,,.._. 

(e) Ability to exercise judgment and discretion in the application and 
interpretation of departmentai.policies and regulations. 

(f) Ability to initiate and install administrative procedures and to 
evaluate their effectiveness. 

.. . .. (g) Ability to . .establish and maintain effective relationships with the 
public and other employes. 

Perso~St.:LAttJtudes and Attributes: Neatness in appea'rance and work; 
emotional maturity; objectj.vity; resourcefulness; initiative and 
reliability. 

Phystcal Characteris.~ics: Good physica1 condition~ 

1; ' ,• 
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CLASS TITLE~ Clerk III 

DEFINITION~ .under.general supervision in a county ,agency supervises 
clerical ernplo"yees ~ "and/ or performs specialized clericai fonc tions 
of conside+able difficulty and responsibility calling for thorough 
familiarity.with agency regulations arid ptocedures; and performs 
other work as assigned. 

EXAMPLES OF WORK PERFORMED: 

Serves as the.chief clerical employee or office manager in a Clas,s I 
or II agency, and in that capacity may supervise clerical and ' 
stenographic staff; 

Plans and is responsible for the flow of work; assir,ns and checks 
work; and instructs the staff in proper office procedures. 

' '· Si 

Works with the agency administrator in preparing budgets of 
estimated expenditures, county board reports, and prepares cor
respondence and reports; 

Is responsible for the record work involved in the purchase and 
issuance of supplies and equipment necessary for the operation of 
the agency, and the maintenance of a perpetual inventory record; 

Is responsible for clerical work in the handling of property 
transactions, including verification of property values, filing 
and dispositfon of liens~ and property management; 

Is responsible for the agency's fiscal procedures; including the 
preparation of payrolls and related financial and statistical 
reports~ 

Assumes a major role as medical clerk keeping medical records~ 
preparing medical reports~ and when delegated authorizing medical 
care. 

QUALIFICATIONS: 

Desirable Training and Experience: Such training as may have been 
gained through graduation from high school, preferably with business 
courses or additional business school training and three years of 
off ice experience of which one year shall have been at the Clerk II 
level or equivalent; or an equivalent combination of training and 
experience. 
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Required Knowledges, SkHl.$. and Abilities: 
(a) Thorough knowledge of office practices, and skill in thei.r 

application. 
(b) Considerable knowledge 

operations, and policy 
formed. 

of the departmental programs, 
with -r;esp~~t to general funct:f.ons per-. . . 

(c) Thorough knowledge of commer~ial arithmetic and business 
English. · ~ · 

(d) Ability to meet the public and to get along well with others. 
(e) Ability to lay out work for others and to get results from 

their efforts. 
(f) Skill in meeting difficu~.t B:nd complex office situations. 

Personal Attitu4_es and Attributes: Neatness in appearance and 
work; emoUonal maturity; objectivity; resourcefulness; initiative; 
and reliability. 

,!'hy:sical Characteristics: .Good physical conditi.on. 

:'. 
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CLAS:S TITLE: Clerk .II 

D~FINITION: Under supervision or subject to.review in a.county 
agency performs general clerical work of a varied nature calling 
for familiarity with agency procedures and the exercise of inde
pendent judgment -in·carrying out assignments; and performs other. 
work as assigned'. · · ·· 

EXAMPLES OF WORK PERFORMED: 

With appropriate supervision and more responsibility for planning 
and carrying out varied clerical assignments, may perform any of 
the duties listed under Cl.erk I and in addition: 

Serves as clerical unit or section supervisor, assigns work, and 
reviews and approves completed work; 

Prepares requisitions, invoices, and receipts; checks bills against 
approved schedules, vouchers payments, and posts to ledger accounts 
from source documents; 

Under supervision, prepares administrative and ass:L:itance payrolls 
and related statistical and financial recor.ds and reports; 

Maintains central control files; 

Handles clerical detail for purchase and issuance of supplies and 
equipment necessary for the operation of the agency, and maintains 
inventory records. 

QUALIFICATIONS: 

Desirable Training and Experience: Such training as may have been 
gained through graduation from high school and one year of off ice 
experience or an equivalent combination of training and experience. 

Required Knowledges, Skills, and Abilities: 
(a) Considerable knowledge of modern office methods and procedures. 
(b) Considerable knowledge of business English and spelling. 
(c) Ability to perform somewhat varied and difficult clerical tasks~ 

and to give instructions to other clerical employees performing 
routine tasks. 

(d) Ability to make arithmetical computations and to keep a variety 
of records. 

(e) Ability to meet the public and to get along well with others. 
(f) Ability to understand and carry out oral and written instructions. 
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.Personal At'titudes and Attributes: Aptitude for offic~ work; neat-. 
ness in appearance and work; accuracy in detail; will:f.ngness and 
adaptability; alertness; good memory, discretion in maintainirtg· 
confidentiality. · · 

Physical C?aracteristics: Good physical condition. 
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COUNTY MERIT SYSTEM CLASSIFICATION PLAN 

CLASS TITLE: Clerk I 

DEFINITION: Under irrunediate supervision in a county agency where 
procedures and regulations are carefully prescribed, performs 
general clerical work and other work as assigned. 

EXAMPLES OF WORK PERFORMED: 

Acts as receptionist, answers the telephone; handles routine 
inquiries; checks master index and refers persons to the appro
priate staff members; 

Opens and distributes incoming mail; 

Sorts and files material; keeps charge-out records; 

Performs a variety of routine tasks; e.g., posts financial records; 
checks and verifies payrolls and reports, and records as directed. 

QUALIFICATIONS: 

Desirable Training and Exper~~: Such training as may have been 
gained through graduation from high school or an equivalent 
combination of training and experience • 

. Required Knowledges 2 Skills. and Abilities: 
(a) Ability to make simple computations and tabulations with 

reasonable speed and accuracy. 
(b) Aptitude for clerical operations. 
(c) Ability to understand and carry out oral and written instructions, 
(d) Ability to meet the public and to get along well with others. 

P~rsonal Attitudes and Attributes: Aptitude for office work; neat
ness in appearance and work; accuracy in detail; willingness and 
adaptability; alertness; good memory; discretion in maintaining 
confidentiality. 

Physical Characteristics: Good physical condition. 

(Reverse side of page is blank) 
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ciAS$.TITLE: Stenographer II 

DEFINITION: Under supervision or subject to review in a county 
agency performs general stenographic, secretarial or clerical 
work of a varied nature calling for familiarity with agency pro-

. cedures and the exercise of independent judgment in carryiag out 
as·signments; and performs .other work' as assigned. 

EXAMPLES OF WORK PERFORMED: 

With appropriate.supervision and more responsibility for planning 
and carrying out varied clerical as,signments' may perform any of 
the duties. list.ed under Stenographer I and in. ad.dition: 

Serves as cleri~al unit or section supervisor, assigns work and 
reviews and approves completed work; 

Prepares requisitions, invoices~ and receipts; checks bills against 
approved scJ-iedules; ·vouchers pa~ments and post-s to ledger accounts 
from source documents; 

Under supervision prepares administrative and assistance payrolls 
and related statistical and financial records and reports; 

Maintains central control files; 

·Handles clerical detail for the purchase and issuance of supplies 
and equipment' necessary for the operation of the agency, and main
tains inventory records. 

QUALIFICATIONS: 

Desirable Training and Experience: Such training as may have been 
gained th.rough graduation from high school including or supplemented 
by a course in stenography and typing and one year of office 
experience including stenography and typing; or any equivalent com
bination of training and experience. 

Required Knowledges, Skills. and Abilities: 
, (a) Considerable knowledge of office practices and appliances 

(b) Considerable knowledge of commer·cial arithmetic, business English 
. and spelling. 

(c) Ability to take notes from dictation and to transcribe the notes 
on·the typewriter. 

· Wfaconsin 



COUNTY MERIT SYSTEM CLASSIFICATION PLAN 

(d) Ability to type neatiy and torr~ctly from piain copy. 
(e) Ability to perform somewhat varied and difficult clerical tasks. 
(f) Ability to meet the public and get along well with others. 
(g) Ability to lay out work for othets and to get results f tom their 

work. 
(h) Mental alertness, neatness, accuracy, and dependability. 

Personal Attitudes and Attributes: Aptitude for office work; neat
ness in appearance and work; accuracy in detail; willingness and 
adaptability; alertness; good memory; discretion in maintaining 
confideritiality. 

Physical Characteristics: Good physical condition. 
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CLASS TITLE: Ste!!£.grapher I 

DEFINITION: Under immediate supervision in a county agency where 
procedures and regulations are carefully prescribed, performs 
stenographic and.clerical work and other work as assigned. 

EXAMPLES OF WORK PERFORMED: 

Takes and transcribes dictation such as letters, case history 
narrative~ reports, or office memoranda; 

Types variety of material, such as payrolls, statistical and 
financial reports; cuts stencils; 

Performs a variety of general clerical tasks such as filing; 
prepares simple statistical and financial reports; opens and 
distributes mail; 

Acts as receptionist; answers the telephone; handles routine 
inquiries and makes appointments. 

QUALIFICATIONS: 

Desirable Trg.ining and Experience: Such training as may have been 
gained through graduation from high school including or supplemented 
by a course in stenography and typing or any equivalent combination 
of training and experience. 

Require.cl Knowledges, Ski].ls. and i\bilities: 
(a) Working knowledge of buslness English and spelling. 
(b) Ability to take ordinary dictation and to transcribe the notes 

on the typewriter. 
(c) Ability to type from clean copy. 
(d) Ability to make clean and correct copies from corrected manu

script, and to set up and type simple tabular statements. 
(e) Ability to make simple computations and tabulations with 

reasonable speed and accuracy. 
(f) Aptitude for clerical operations. 
(g) Ability to understand and carry out oral and written 

instructions. 
(h) Ability to meet the public and get along well with others. 

Personal Attitudes and Attributes: Aptitude for office work; neat
ness in appearance and work; accuracy in detall; willingness and 

Wisconsin 



COUNTY MERIT SYSTEM CLASSIFICATION PLAN 
·' ·. 

· adaptability; alertness; good memory; discretion in maintaining 
confidentiality. 

Physical Characteristics: Good physical condition. 
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·,; .. ''ctASSTITLE: Typist II 

.. · ~DEFINITION: Under supervision or subject to general review in a 
··~,' county agency performs typing and clerical work of a varied nature 

·.calling for familiarity with agency procedures and the exercise of 
independent judgment in carrying out assignments, and performs · 
other work as assigned. 

EXAMPLES OF WORK PERFOPJvlED: 

With appropriate supervision and more responsibility for planning 
and carrying out varied clerical assignments, may perform any of 
the duties· listed under Typist I and in addition: · · · 

Serves as clerical unit or section s~pervisor; assigns work; and 
reviews and approves completed work; 

Prepares requisitions, invoices, and receipts; checks bills 
against approved schedules; vouchers payments; and posts to 
ledger accounts from source documents; 

Under supervision, prepares administrative and assistance payrolls 
and related statistical and financial records and reports; 

Maintains central control files; 

Handles clerical detail for purchase and issuance of supplies and 
equipment necessary for the operation of the agency, and maintains 
inventory records. 

QUALIFICATIONS: 

Desirable Training and Experience: Such training as may have been 
gained through graduation from high school including or supplemented 
by a course in typing and one year of office experience which 
included typing or any equivalent combination of training and 
experience. 

Required Knowledges, Skills, and Abilities: 
(a) Considerable knowledge of modern off ice methods and 

procedures. 
(b) Knowledge of business English and spelling. 
(c) Ability to type from clean copy, to type copy correctly from 

rough manuscript, and to set up and type tabular matter neatly 
and correctly. 
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. (d) ·. Ability to petform somewhat varied and difficult clerica~ 
tasks and to give instructions to other clerical employees 
performing routine tasks. 

(e) Ability to make arithmetical computations and to keep a 
variety of records. 

(f) Ability to meet the public and to get along well with others. 
{g) Ability to understand and carry out oral and written ins.tructions. 

Personal Attitudes and Attribu~_: Aptitude for office·wqrk; neat
ness in appearance and work; accuracy in detail; willingness and 
adaptability; alertness; good memory; discretion in 11).8-intaining 
conf ident:l.ality. 

Physical Characteristics: Good physical condition • 
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CLASS TITLE: Typist I 

DEFINITION: Under immediate supervision in a county agency where 
procedures and regulations are carefully prescribed, performs typing 
and clerical work and other work as assigned. 

EXAMPLES OF WORK PERFORMED: 

Types administrative and assistance payrolls~ award letters, statis
tical and financ:i.al reports; types letters and reports from rough 
draft; types reports from dictating machines; cuts stencils; 

Performs a variety of general clerical tasks such as filing; pre
pares simple statistical and financial reports; opens and dis
tributes mail; 

Acts as receptionist; answers the telephone; handles routine in
quiries and makes appointments, 

* Q~AI.IFICATIONS: 

Desirable TraJning and Experienc~: Such training as may have been 
gained through graduation from high school including or supplemented 
by a course in typing or any equivalent combination of training and 
experience. 

Required Know~§dge~-LJU<i~Js. and Abilities: 
(a) Working knowledge of business English and spelli.ng. 
(b) Ability to type from clean copy and correct copies from 

corrected manuscript and to set up and type simple tabular 
statements. 

(c) Ability to make simple computations and tabulations with 
reasonable skill and accuracy. 

(d) Aptitude for clerical operations. 
(e) Ability to understand and carry out oral and written instructions. 
(f) Ability to meet the public and to get along well with others. 

Personal Attitude<S_ and Attributes: Aptitude for office work; neat
ness in appearance and work; accuracy in detail; willingness and 
adaptability; alertness; good memory; discretion in maintaining 
confidentiality. 

Physical Characteristics: Good physical condition. 
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