IOWA DEPARTMENT FOR THE BLIND - STATE OF IOWA

Invites applications for the position of:

Secretary 1

SALARY: 
$14.85 - $21.61 Hourly 


$1,188.00 - $1,728.80 Biweekly 


$30,888.00 - $44,948.80 Annually 

LOCATION: 
Des Moines - 50319 - Polk County

JOB TYPE: 
Full-time

AGENCY: 
131 Iowa Department for the Blind

OPENING DATE: 
03/05/2018
CLOSING DATE: 
04/05/2018 11:59 PM 

LINKEDIN TAG: 
# 

POINT OF CONTACT: 
Kimberley Barber 

Kim.barber@blind.state.ia.us 

JOB DESCRIPTION: 

The Iowa Department for the Blind (IDB) is seeking applicants for the position of Secretary 1. This position is responsible to promote IDB's mission and vision by providing administrative support to the Independent Living and Vocational Rehabilitation programs, its teachers and counselors, and program administrators.

Duties and responsibilities to include the following:

Clerical / Office Management 

· Answer telephone, gives information to callers, takes messages, or transfers calls to appropriate individuals, and greets/directs walk-ins.

· Opening and routing program mail, emailing correspondence, faxing, routing and filing.

· Maintains IL office to ensure smooth daily operations.

· Prepares and requests office and teacher kit supply orders.

· Reserves meeting rooms and/or ICN conference call line as requested for meetings.

· Maintains teachers’ and counselors' schedule by coordinating or canceling client appointments as requested.
· Coordinates activities with administrative units, vendors, clients and other service providers.

· Maintains a record of clients, inter-office contacts, company directories, vendor contacts, and community contacts.

· Ensure application packets and related documents are available and collated.

· Serves the Independent Living Advisory Committee (ILAC) as secretary, attends quarterly meetings, assists with agenda preparation, takes succinct meeting minutes, coordinates guest speaker when requested then disseminates approved documents to the committee, non-voting, and staff members. 

· Maintains ILAC membership list and membership terms.

· Assist with making program manual changes as requested.

· Assists annually to contact all program support groups to update information and obtain verbal approval to publish to the IDB website. 

· Supports program administrator to review various documents including staff travel claim forms.
Case Management

· Reviews electronic case management system to ensure client data and information elements, the health assessment document, and Blind Journal has been completed. Contact respective case manager to request updates when missing elements are detected.

· Closely monitors the receipt of reports/medical records needed for teachers and counselors to make eligibility determinations.

· Arranges/provides transportation and authorizes services as directed.

Reviews and process other client authorizations or purchase orders as prepared by teachers or counselor. 

· Assists and supports the Vocations Rehabilitation Counselor and Independent Living Teachers in meeting successful employment and independent living outcomes.

· Tracks eligibility, Independent Living (IL) Plans and Individual Employment Plan (IEP) development and closure dates.

· As requested, assist teachers and counselors with transferring client case note logs to Case Note Log Form. Ensure program administrator receives a copy of case logs as requested.
· Ensure approved case status moves are reflected in the case management system.
· Print and where requested mail out Equipment Receipt Forms (ERF). Ensure paper files contain signed ERFs. Notify the respective the case manager when ERFs are missing from respective files. 
· With accuracy, proof, print, and mail out client plan(s) and/or amended plan(s) from case management system and include a client response form.
· Proof client case closure and with supervisor approval print and mail case manager signed closure amendments, closure letters, and feedback or response forms. 
· Enter client survey forms to an electronic tracking system for the purpose of federal reporting. 

· Monitor and verify participating client name(s) are entered under respective programs of the case management system when programs have concluded (i.e. IL Community-Based Training; IL Senior Orientation or IL Integration.)
· Record IL community outreach contacts efforts including all speaking engagements, in-services, health or senior fairs, radio, newspaper, or similar.

· Support the program administrators when requested with extrapolating data and information from the case management system and others areas where data and information is kept for the purpose of reporting to the Department's Commission Board, the Governor's Office, the Department's Appointed Authority, the general public, and public and/or Federal/State funders.
Client Service Provision

· Per request from teachers/counselors, arrange eye exam with an approved service provider or transportation provider.

· Prepares, records, and processes authorizations checked by the respective direct service provider (i.e. teacher or counselor).

· Communicates with and recruits new providers and vendors.

· Coordinates timely receipt of services.

Maintain Client Case Files

· Organizes and maintains open and closed files.

· Performs and monitors all electronic filing processes, including daily review of all new case documents.

· Assists with case filing processes or research for closed or to-be transferred paper case files.

· Reviews technical aspects of case records to ensure they are in compliance with federal, state, and agency documentation requirements.

****Note: Only applicants who meet the Minimum Qualification Requirements and meet all selective requirements will be placed on the eligible list.

It is the policy of the Department for the Blind to conduct background checks on all finalist candidates prior to any offer of employment.

SELECTIVES: 

081 Typing Score of 60 or greater (60-69 WPM): Information about typing tests and scores related to State of Iowa employment can be found at: https://das.iowa.gov/human-resources/state-employment/typing-test-information
And

207 Editing: 6 months' experience, 12 semester hours, or a combination of both in applying analysis and judgment to find and solve problems of grammar, spelling, punctuation, substance, format, organization, and style by altering, adapting, or refining content of publications, mass mailings, forms, or other material. Includes reviewing text for inconsistencies and rewriting text to improve accuracy, clarity, coherence, consistency, and effectiveness.

MINIMUM QUALIFICATION REQUIREMENTS: 

Experience equal to one year of full-time clerical or closely related work; OR

post high school course work in an accredited secretarial, business, or closely related curriculum may be substituted for the required experience on a month-for-month basis; OR

completion of thirty (30) semester (or equivalent) hours of undergraduate college level course work may be substituted for the one year of required experience; OR

certification from the State of Iowa Administrative Assistant Certificate Program will substitute for six months of the required experience; OR

employees with current continuous experience in the state executive branch that includes permanent status as a Typist Advanced.

For additional information, please click on this link to view the job description. 

TO CONTACT THE HIRING AGENCY:
524 4th St

Des Moines, IA 50309

https://blind.iowa.gov/

To Contact DAS HRE: 
dashre.info@iowa.gov

Position #
SECRETARY 1

Please Note: The Hiring Agency listed above is responsible for all decisions regarding interviews and hiring. Please contact them if you have questions.

The State of Iowa is an Equal Opportunity/Affirmative Action Employer.

