State of Hawaii Career Opportunity
 
Department of Human Resources Development  State Recruiting Office  235 S. Beretania St., Rm. 1100  Honolulu, HI 96813-2437
 
Opening Date:  October 17, 2004
 
LAST DAY TO FILE APPLICATIONS: November 1, 2004
 
LIBRARY ASSISTANT II – Recruitment No. 204147
LIBRARY ASSISTANT III – Recruitment No. 204149
LIBRARY ASSISTANT IV – Recruitment No. 204151
LIBRARY TECHNICIAN V – Recruitment No. 204152
 
Statewide Employment
 
$1,561 (SR-05), $1,689 (SR-07), $1,829 (SR-09), & $1,975 (SR-11) per month
 
$1,639 (SR-05), $1,773 (SR-07), $1,920 (SR-09), & $2,074 (SR-11) per month
effective 1/1/05
 
JOB DUTIES
Level II: Perform a number of simple and repetitive clerical or manual library routines in accordance with established procedures; and perform other related duties as assigned.
Level III: Perform moderately complex clerical and related library support work; and perform other related duties as assigned. 
Level IV: Independently perform complex library support work; supervise and participate in performing moderately complex library support work; provide all non-professional support for a school library; and perform other related duties as assigned.
Level V: Perform highly complex library support work; supervise and participate in performing complex library support work; and/or perform substantive technical/paraprofessional library support work which requires knowledge and understanding of techniques used in one or more of the basic elements of library sciences; and perform other related duties as assigned.
NOTE: Most positions require working shifts, including evenings, weekends, and holidays.
 
MINIMUM QUALIFICATION REQUIREMENTS

Applicants must meet all the requirements for the position they are seeking as of the date of the application, unless otherwise specified. Please note that unless specifically indicated, the required education and experience may not be gained concurrently. Your possession of the required amount of experience will not in itself be accepted as proof of qualification for the position. Overall paid or unpaid experience must be of such scope and responsibility as to conclusively demonstrate that you have the ability to perform the duties of the position. Note: Your calculation of experience must be based on full-time, 40-hour work weeks. Part-time experience must be pro-rated. Example: Twelve months of experience at 20 hours/week is equivalent to six months of experience, not one year. Also, hours worked in excess of 40 hours/week will not be credited. Example: Twelve months of experience at 60 hours/week is equivalent to one year of experience, not one and a half years.
 
To qualify, you must meet all of the following requirements:
 
General Experience: Six months for Level II; and for Level III and above, one year of clerical work experience which demonstrated knowledge of spelling and arithmetic; the ability to read, understand and follow oral and written instructions; and compare words and numbers quickly and accurately.
For Level III and above, the general experience must also demonstrate knowledge of and ability to perform various clerical procedures, operate various kinds of office equipment, and deal with others in a tactful and polite manner; or must have been at least comparable to the Library Assistant II level in State service.
 
Specialized Experience: None for Levels II and III; one year for Level IV; and for Level V, two years of progressively responsible experience in a library which involved performing various library support activities (e.g., circulation work, stack maintenance, processing orders for library materials, posting receipt of periodicals and other materials, locating and verifying bibliographic information using standard sources, etc.) and which provided knowledge and required the application of library terminology, practices, policies and procedures and understanding of the nature and organization of library materials. At least one year of the required Specialized Experience must have been comparable to the next lower level in State service than the one being applied for.
For Level V only, the experience must also demonstrate knowledge and understanding of various elements related to the organization of library materials, including elements of bibliographic description, catalog card elements and general format, standard library tools and reference sources (e.g., Library of Congress Subject Headings, Books in Print, Reader's Guide to Periodical Literature), classification scheme(s) (e.g., Dewey Decimal, Library of Congress), and/or the nature of various types of publications and materials.
 
Substitutions Allowed:
a. Graduation from high school may be substituted for six months of General Experience.
b. Successful completion of a substantially full-time equivalent clerical, stenographic or secretarial curriculum leading to a degree, diploma or a certificate of achievement at an accredited community college; or at a business or technical school which included courses in basic English, arithmetic, general clerical procedures, and office machines may be substituted for all of the required General Experience, provided the duration of training was for a year or more.
c. Successful completion of a substantially full-time equivalent clerical, stenographic or secretarial curriculum leading to a degree, diploma or a certificate of achievement at an accredited community college, business or technical school which was for a period of less than one year may be substituted for General Experience on a month-for-month basis provided the training included courses in basic English, arithmetic, general clerical procedures and office machines.
d. Successful completion of one-half a school year of a substantially full-time clerical, stenographic or secretarial curriculum at an accredited community college, business and/or technical school which included courses in basic English, arithmetic, general clerical procedures and office machines, may be substituted for six months of General Experience. 
e. Successful completion of one school year (of a program of more than one year in length) of a substantially full-time clerical, stenographic or secretarial curriculum at an accredited community college, business and/or technical school which included courses in basic English, arithmetic, general clerical procedures and office machines, may be substituted for all of the required General Experience. 
f. Successful completion of a substantially full-time equivalent library science or library technology curriculum leading to an Associate in Science or comparable degree from an accredited community college, junior college or other comparable institution, may be substituted for all of the required General  or Specialized Experience on a year-for-year basis, up to a maximum of two years (e.g., two years of such training for one year of General Experience and one year of Specialized Experience, or two years of such training for two years of Specialized Experience only).
g. Successful completion of a substantially full-time equivalent library science or library technology curriculum at an accredited community college, junior college or other comparable institution, may be substituted for General Experience or Specialized Experience on the basis of 15 semester credits for six months of General or Specialized Experience, up to a maximum of two years.
h. Education successfully completed at an accredited university in a baccalaureate program with courses in English composition and college mathematics may be substituted for General Experience on the basis of 15 semester hours for six months of General Experience, up to a maximum of one year.
i. A master's degree in library science or successful completion of all the coursework (except for the thesis and/or comprehensive qualifying examinations) leading to a master's degree in library science from an accredited college or university may be substituted for all of the required General and Specialized Experience.
j. Graduate level coursework in library science from an accredited college or university may be substituted for General and/or Specialized Experience on the basis of 15 semester credits for six months of experience.
k. Excess Specialized Experience may be substituted for General Experience on a month-for-month basis.
l. Excess technical/paraprofessional experience performing technical/paraprofessional library work (e.g., copy cataloging, general reference, collection maintenance) may be substituted for General or Specialized Experience on a month-for-month basis.
 
Other Requirements: All applicants who are conditionally offered employment or conditionally approved for movement into any position within a correctional facility shall be subject to drug screening, as required by Federal, State or local laws or departmental policy; and will be subject to an intensive background check.
 
TESTING INFORMATION / BASIS FOR RATING

For this recruitment, you must qualify on a written test designed to measure your knowledge and skills which are necessary for satisfactory performance of the duties and responsibilities of this class of work. Your examination grade will be based 100% on the written test score.
 
The written test may be scheduled on a weekday or weekend. Applicants will be notified at least 10 days prior to the exam date. To the extent possible, applicants will be scheduled for the test on the island of residence as shown on their application. (Due to budget restrictions, applicants living on Lanai may be scheduled on the island of Maui.) REQUESTS TO BE RESCHEDULED FOR AN ALTERNATE TEST DATE and/or LOCATION MAY BE SUBMITTED FOR REASONS OF EXTREME HARDSHIP. APPLICANTS MAKING REQUESTS MUST PROVIDE THEIR REASONS IN WRITING. Only rescheduling requests for extreme hardship will be considered. Applicants will be asked to submit documentation to prove a hardship claim.
 
You will be notified by mail of the date, time and place of the written test. To be admitted to the test, you must present a pictured driver's license, Hawaii State driver's permit card, State I.D., State department issued I.D., or military I.D. card. If you are unable to present any one of these forms of identification, you will be turned away from the test site. U.S. Passports, Permanent Resident Alien cards, credit cards, etc., are not acceptable forms of identification. If you have any questions, call our office PRIOR to the test date.
 
IMPORTANT NOTICES
Please be sure you carefully read and understand these Notices.
a. Accuracy of the Information Provided in the Application: 
The information you provide in your application, resume, and other required forms and documents will be used to evaluate your qualifications for these positions. Therefore, you should be accurate and truthful in the information you submit. The information you submit may be verified. Misstatements, exaggerations, or any attempt to conceal or falsify information may be cause for your disqualification from employment consideration, termination from State employment, removal from the list of eligibles, and/or other corrective action. 
b. Certificate by the Applicant:
I have read and agree with the following statement:
By applying for this recruitment, I am certifying that all statements on my application are true and correct to the best of my knowledge, and agree and understand that any misstatements of material facts herein may cause forfeiture of all rights to any employment in the service of the State of Hawaii.
 

HOW TO APPLY
Your complete application consists of two components. If either of the two components is missing, your application will be considered incomplete.
You must submit:
1. The online or paper application for civil service positions.
2. "Other" application materials or supporting documents. Examples of "other" materials include your college transcripts and documentation of veteran status (if applicable). Instructions on completing and submitting these items follow.
Note: Your application materials will not be returned. DO NOT submit original documents that you may need in the future.
 
STEP ONE
Complete and submit the online or paper application.
We highly encourage you to submit your application using the online method. If you are unable to submit your application online, our paper application is available for pick-up in person or by mail.
ONLINE APPLICATION
To submit your application online, write down the recruitment number and click on the following link: https://ss1.dhrd.hawaii.gov/hiapp/signon.html
PAPER APPLICATION
The paper application consists of the following documents:
1. State of Hawaii Application for Civil Service Positions - HRD 315, Rev. 6/04
2. Employment Availability Information form – HRD 315/390, Rev. 9/04
3. Applicant Data Survey form – HRD 330 (optional)
 
You may pick up an application at the following locations: The State Recruiting Office, or Kaneohe and Waipahu Workforce Development Offices on Oahu; and at all Hawaii State Workforce Development Offices on the Neighbor Islands. The State Recruiting Office is open to the public Monday to Friday, 7:45 a.m. to 3:30 p.m. All other locations are open to the public Monday to Friday, 7:45 a.m. to 4:30 p.m. All offices are closed on State holidays.
To receive an application by mail, submit a written request to the State Recruiting Office. Include the title and location of the job you are applying for and a self-addressed 9” x 12” manila envelope with 83¢ postage. Enclose a separate self-addressed manila envelope (with postage) for each job application you are requesting.
 
Employment Availability
Whether submitting an online or paper application, be sure to indicate your availability for full-time, part-time, and temporary employment, as well as jobs involving shift work, jobs at a hospital, correctional facility or at a lower rate of pay. For these recruitments, applicants can mark availability for locations statewide. Your application will only be considered for locations and availability you have indicated. In order to be considered for jobs requiring Shift Work, applicants must also mark availability for Shift Work.
 
STEP TWO
 
SUBMIT THE FOLLOWING APPLICATION MATERIALS AND OTHER SUPPORTING DOCUMENTS:
 
Our new online application system is still under construction. IN ADDITION TO ANY OTHER REQUIRED DOCUMENTS (e.g., driver’s license, transcripts, etc.) OR SUPPLEMENTAL QUESTIONS (if any) SPECIFIED BELOW, please submit a detailed resume or Application for Civil Service Positions (HRD 315) which can be downloaded from our State Recruiting Office website. Your resume or downloaded application should include all of the information requested below.
 
We will not withhold the referral of names of eligibles for employment consideration because of your failure to provide accurate and complete information concerning your qualifications. Failure to provide complete and accurate information may result in your application being delayed or rejected.
 

Job Information: Recruitment Number and Title of Job for which you are applying.
Personal Information: Full name, mailing address (with zip code) and day/evening telephone numbers (with area code). Social Security Number. Giving your Social Security Number is voluntary. However, we cannot process your application without it.
Education: High school name, city, state and zip code, date of diploma or GED. Colleges and/or universities attended, city, state and zip code. Major field(s) of study. Type and year of degree(s) received. If no degree received, show total credit hours received in semester or quarter hours.
Work Experience: Provide the following information for each paid or non-paid position held that you would like us to consider: Job title, duties and responsibilities, average number of hours worked per week, employer's name and address, name and title of supervisor, starting and ending dates of employment (month and year), starting and ending salary, and reason(s) for leaving. Note: Your calculation of experience must be based on full-time, 40-hour work weeks. Part-time experience must be pro-rated. Example: Twelve months of experience at 20 hours/week is equivalent to six months of experience, not one year. Also, hours worked may not exceed 40 hours/week.
 
Submit a copy of your official transcripts and/or diploma. Note:  If utilizing an allowable substitution of Education for Experience, include a copy of your transcripts so we may verify the required coursework.
Transcripts obtained from and submitted through the internet will not be accepted. Please note that education obtained outside of the United States must be comparable to a degree earned at an accredited school in the United States. The State Recruiting Office reserves the right to request evidence of comparability or an original official transcript.
 
Submit a legible copy of your valid driver’s license if you wish to be considered for positions requiring one.
 
If you are applying for Veteran's Preference, submit evidence of eligibility, such as your Certificate of Release or Discharge from Active Duty (DD-214), and for 10-point preference, the proof required therein.
 
Complete and submit the Applicant Data Survey form (HRD 330). This form is available on the State Recruiting Office website at: http://www.ehawaiigov.org/dhrd/statejobs/html/HRD330ADSF.pdf
 
HOW TO SUBMIT YOUR PAPER APPLICATION AND OTHER SUPPORTING DOCUMENTS
When you have completed your State of Hawaii Application for Civil Service Positions (HRD 315, Rev. 6/04) as requested in STEP ONE, and assembled the materials requested in STEP TWO, submit these documents in person or by mail to the Department of Human Resources Development - State Recruiting Office, 235 S. Beretania St., Room 1100,
Honolulu, HI 96813-2437. File applications immediately. Mailed applications and supporting documents must be postmarked by the last day to file applications. For recruitments indicating Continuous Recruitment Until Needs Are Met, the last day to file applications will be posted in our office and on our “statejobs” website. Applications and documents submitted by e-mail or fax will not be accepted. 
Your application may be rejected if the required documentation as identified above does not accompany each application at the time of submittal.
 
OTHER INFORMATION
The information you provide will be used to determine whether you meet public employment requirements and the minimum qualification requirements specified in the Career Opportunity announcement. Federal laws (Title VII of the Civil Rights Act 1964, the Civil Rights Act of 1991, and the Americans with Disabilities Act) prohibit employers from discriminating on the basis of race, color, religion, sex, national origin, or disability. The Age Discrimination in Employment Act prohibits discrimination on the basis of age with respect to individuals who are at least 40 years of age. Chapter 378, H.R.S., prohibits employers from discriminating on the basis of race, sex, sexual orientation, age, religion, color, ancestry, disability, marital status, or arrest and court record except where it is a bona fide occupational qualification. The Federal and State laws apply to all forms of employment decisions and actions, including pre-employment inquiries. The State of Hawaii is an equal opportunity employer and complies with applicable State and Federal laws relating to employment practices.
MERIT OR CIVIL SERVICE SYSTEM:  You must meet the minimum qualification requirements, including education, experience, and other public employment requirements for State Civil Service employment. The names of applicants will be referred based on their examination grade and availability for employment. The employing agency may select any one of the eligibles referred. The names of those not selected will be kept on an eligible list for no less than the period indicated on the eligible's Notice of Examination Results and Eligibility.
CITIZENSHIP REQUIREMENT:  You must be a citizen, permanent resident alien, or national of the United States. However, if you are a non-citizen with employment authorization from the U.S. Immigration & Naturalization Service, you may also apply.
RESIDENCE REQUIREMENT:  You must be a legal resident of the State of Hawaii at the time of application. Former legal residents may also apply. If there is a question regarding your residence status, it is your responsibility to provide documentary evidence of abandonment of your previous residence and/or establishment of Hawaii residence, or evidence of former legal residency in the State of Hawaii (i.e., filing State income tax returns as a resident of Hawaii, registering to vote in Hawaii's elections, and so on.) A Hawaii State Residence Questionnaire (HRD 319) is available on the State Recruiting Office website:  http://www.ehawaiigov.org/dhrd/statejobs/html/DHRD_Form319.pdf
PHYSICAL/MENTAL REQUIREMENTS:  Applicants must be able to physically and mentally perform the duties of the position efficiently. Qualified applicants with disabilities who can perform the essential functions of the advertised position are encouraged to apply. The State of Hawaii is committed to making reasonable accommodations on a case-by-case basis. Applicants seeking reasonable accommodations should be ready to discuss the accommodation sought so that a determination can be made that such accommodation is reasonable and would not cause the employer undue hardship.
EXAMINATION:  Unless otherwise specified in this announcement, you must qualify on an appropriate examination designed to measure applicants' knowledge and skills necessary for satisfactory performance of the duties and responsibilities of this class of work. If you are required to report for a written, oral and/or performance test, you will be notified at a later date of the time and place of the examination. If you must take an examination but require special accommodation, please call the Examination Branch at 587-0994 as soon as possible. You should be prepared to provide medical proof of your need for accommodation by a professional who is qualified to make a diagnosis.
VETERANS PREFERENCE:
Five points veterans preference may be awarded to honorably separated veterans who served on active duty in the U.S. Armed Forces:
a. during the period December 7, 1941 to July 1, 1955;
b. For more than 180 consecutive days from January 31, 1955 through October 14, 1976 (not including initial active duty for training under Reserve or National Guard programs);
c. In a campaign or expedition for which a campaign badge or service medal was authorized.
Ten points veterans preference may be awarded to:
a. Honorably separated veterans with service-connected disability, including those awarded the Purple Heart;
b. The spouse of an honorably separated veteran with a service-connected disability which disqualifies the veteran for State positions in his/her usual occupation;
c. An unremarried, surviving spouse of a person who died while on active duty, or of an honorably separated veteran who served during the periods cited above.
To receive 5 points, you must submit a copy of your DD-214 showing dates of honorable service with this application. To receive 10 points, you must submit an official statement from the Veterans Administration or armed service dated within the past 12 months which confirms your qualification to receive 10 points preference. Spouses or widows must also submit evidence of marriage, and, as applicable, veteran's death.
NOTIFICATION:  You will be notified, in writing, of your employment eligibility.
INTERNAL COMPLAINT (ADMINISTRATIVE REVIEW):
If you do not agree with an action taken on your application, you must FIRST file an internal complaint (i.e., request a review) with the Department of Human Resources Development. Your internal complaint must be postmarked within seven (7) working days from the date of your notice and must be made, in writing, to the Department of Human Resources Development. The letter must include: 1) the job title(s), recruitment number(s), and the specific reason(s) for the review, and 2) any additional information you want to submit to substantiate your request for a review. If you do not submit your complaint within the seven work-day limit, no review will be conducted and you will have no further review or appeal rights.
APPEAL:  If you do not agree with the internal complaint decision rendered by the Department of Human Resources Development, you may appeal to the State Merit Appeals Board within 20 days after the date of the action on the internal complaint. Appeals to the Board must be in writing and sent to the following address:  Merit Appeals Board,
235 S. Beretania Street, Room 1303, Honolulu, Hawaii 96813-2437. A change in rating will not affect the employment consideration of referred applicants or an applicant's appointment. AN INTERNAL COMPLAINT MUST HAVE BEEN COMPLETED BEFORE REQUESTING AN APPEAL.
EMPLOYMENT INTERVIEW RESUME:  Please take a copy of your State application and/or resume to employment interviews. We suggest you make a copy of your application before turning in the original.
PHYSICAL EXAMINATION REQUIREMENT:  Offers of employment will be conditioned on the results of a complete physical examination. For certain job categories, applicants may be referred to a State-designated physician, rather than the applicant's personal physician of choice. The cost for all physical examinations shall be borne by the applicant and not the State of Hawaii.
