EXAMPLES OF WORK STATEMENTS
	TYPE OF WORK
	USEFUL DESCRIPTIONS OF WORK

	Clerical, Administrative, Customer Service
	Duty:  Provides clerical support for board meetings. 
Tasks include:  To prepare and inform board members, develops, copies, and mails agendas and meeting packets. Attends board meetings to record minutes, and transcribes notes to create final published documents. Prepares travel vouchers for reimbursement of meeting expenses for board members.

	
	Duty:  Exercises program director-delegated authority for the Speaker Series Program.  

Tasks include:  Researches speakers and authors in a specific field and prioritizes them based on relevance and experience. Contacts potential speakers to gather information about cost, availability, and interest; submits short list to program director for final selection. Requests capacity and cost information from rental spaces, and selects and schedules the space. Coordinates with agency communications office to develop the playbill and announce the speaker. Develops budget estimates, and monitors speaker series budget status and expenses to ensure compliance with requirements. Completes and submits to program director for signature the paperwork for payment of fees.

	
	Duty:  Provides direct customer service for program XYZ.
Tasks include:  Greets and confers with customers in person, over the phone, or in writing to identify needs, provide information, or direct customers to resources. Explains to customers the requirements and procedures related to program XYZ. Using set procedures, evaluates and resolves complaints by identifying issues, researching and applying solutions, and informing customers of the results. Refers customers to specialists for answers to unique questions about program XYZ.

	Finance, Accounting

 
	Duty: As the agency payroll specialist, independently plans and prioritizes work to meet the semi-monthly payroll deadlines in the Human Resource Management System (HRMS).

Tasks include: Receives, analyzes, verifies, and enters into HRMS all agency time and attendance data to ensure accurate payroll and reporting. Reviews staff payroll documents and deduction forms for compliance with state and federal tax and compensation requirements. Researches any discrepancies found in forms or data, and takes action to correct them. Runs and analyzes payroll pre-balances to ensure expected results are achieved. Creates and enters into the Agency Financial Reporting System (AFRS) journal vouchers for all payroll-related activities. Answers payroll questions from staff, and serves as a resource to the agency when answering payroll-related questions that have statewide impact.

	
	Duty: Handles complex financial transactions and records.
Tasks include: Analyzes receivables and payables that are contested or complicated, financial contracts, and pre- and post-audit billings and payments to find and resolve issues, and to ensure accuracy and compliance with all related requirements. Reviews documentation to determine amounts owed to or by the agency, creates and adjusts journal vouchers and invoices, and contacts vendors or clients to explain issues. Examines for accuracy the monthly revenues and expenditures, subsidiary and control accounts, collections, inventory, and other interrelated financial accounts.

	Information Technology


	Duty: Maintains, monitors, troubleshoots, and enhances the agency’s Exchange, Active Directory, and other mission-critical IT systems.

Tasks include: Monitors event log and server performance (includes capacity utilization, security, system efficiency, failure indicators, etc.) to analyze trends and identify issues. Using advanced diagnostic tools such as XYZ, identifies and resolves complex problems with installation, connectivity, servers, etc. to ensure continued service. Designs, maintains, and performs specialized interfaces, file transfers, data gathering and integration, and backup/recovery troubleshooting processes to assure the integrity of enterprise systems. Builds or re-configures systems to meet federal, state, and agency standards and requirements.

	
	Duty: Designs, develops, and enhances web applications.

Tasks include: Develops specifications for and codes, tests, maintains, and enhances complex web applications containing XYZ data; designs and creates web-based query tools and hardcopy reports for researchers, policy makers, and the public. Generates updated data files and enhances system design for the ABC and DEF query systems to improve usability and data quality. Annually updates static NOP statistics tables on the QRS Research Section’s web site. Participates in the redesign and development of the TUV Statistics Annual Report by developing new data displays and dynamically linked tables, charts, and graphs.

	Trades, Maintenance
	Duty:  Performs skilled work in a number of trades fields, primarily the painting and carpentry trades. 

Tasks include: Repairs and remodels buildings, including replacing sheetrock, framing walls and roofs, and taping and painting surfaces. Paints curbs and parking lots, and stripes streets. Maintains a variety of mechanical equipment used in painting and carpentry.

	
	Duty:  As a trainee under guidance, maintains roadways/highways. 

Tasks include: To ensure safe driving conditions, maintains, repairs, and rebuilds roadway surfaces, sub-layers, and shoulders. Clears roads of hazardous materials, and picks up and disposes of debris, including animal carcasses, found on the roadway and in adjacent rights-of-way. Repairs or replaces fences, guardrails, and roadway delineators. Repairs bike paths. Digs and cleans ditches, removes land and snow slides, and cleans catch basins or other drainage systems. Mows and applies herbicides to grass in median and right-of-way areas. 

	Supervisory
	Duty:  Supervises technicians and office support staff within the ABC Unit.   

Tasks include:  Plans, assigns, and reviews the work of staff, adjusting assignments and schedules to maintain adequate staffing levels and respond to fluctuating workloads. Evaluates employee performance and prepares performance appraisals. Assesses training needs of staff and arranges for or provides instruction. Reviews applicants’ credentials, conducts interviews, and hires or effectively recommends hiring staff. Resolves staff issues, disciplines and recognizes employees, and counsels employees in work-related activities and career development. 

	Specialized Work
	Duty: Processes legal correspondence and documents on behalf of attorney.
Tasks include: Drafts, copies, and assembles legal correspondence, petitions, briefs, legal opinions, pleadings, motions, and inter-office memoranda to ensure proper documentation. Checks legal references and citations for accuracy. Ensures legal notices and other forms are complete and meet legal requirements and deadlines.

	Specialized Work (continued)
	Duty:  Evaluates proposals to exempt positions from civil service.
Tasks include:  Analyzes position information submitted by agency management clients, and compares it to exemption criteria to determine if the position belongs in civil service. Determines the position’s appropriate salary band, documents the analysis, and provides recommendations to the Director. Evaluates proposals to change the salary band of established exempt classes or to pay positions outside of the current band, and provides written recommendations to the Director.

	
	Duty: Provides expert technical assistance to internal and external customers regarding registration requirements, tax liability, and tax rate assignment covered within agency, state, and federal laws, rules, and regulations.

Tasks include: Reviews employment contracts and performs fact-finding interviews to determine independent contractor status using applicable rules, laws, regulations, policies, and procedures. Researches, gathers, and reviews employer records to determine appropriate assignment of annual tax rate. Investigates for predecessor/successor relationships, tracks assets moving from old accounts to new, and codes accounts to ensure proper rate assignment. Interprets, explains to customers, and applies relevant Revised Codes of Washington and Washington Administrative Codes. Responds to inquiries in person, by telephone, or in writing about employer liability and reporting requirements.

	
	Duty: Implements bills signed into law.

Tasks include: Drafts rules/administrative codes based on bill directives to provide direction on how to apply the bill’s intent to agency practices. Meets with internal and external stakeholders to discuss and gather information about the drafted rules. Submits drafted rules per the administrative rule adoptions process. Attends rule hearings and listens to testimony and input from the public and other stakeholders to determine the impact of the rules and formulate changes to the drafted rules.

	
	Duty: Following established procedures, conducts routine research and statistical analysis of XYZ data.

Tasks include: Gathers, collects, codes, classifies, and enters into computer applications raw data from a variety of sources. Using statistical reasoning and established quality control methods, evaluates data for completeness, reasonableness, reliability, accuracy, consistency, and comparability with other data. Identifies questionable data, contacts providers to verify data, and edits or updates data as needed. Using spreadsheet, database, and statistical software programs, performs descriptive statistical analyses of data to produce estimates or other deliverables. Evaluates and validates results to determine statistical accuracy and ensure the output is consistent with the study. Investigates fluctuations in statistical results and provides clarifying information to explain them.

	
	Duty: Handles media relations on behalf of the agency.

Tasks include: Answers questions from the media, and advises management on how to respond to media inquiries. Develops media communication plans to promote or clarify agency programs. Speaks before media groups, and connects reporters with agency experts for interviews. Arranges news conferences, prepares news releases and media advisories, and writes feature articles to help the public understand the agency and its programs.
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