SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 11/22/16 CLCSI NG DATE: 12/01/16 (4:30 PM
SCDC | NTERNAL TI TLE: | NMATE GRI EV COORD SCDC POSI TI ON #: 010036

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON:  TRENTON CORRECTI ONAL | NSTI TUTI ON, TRENTON ( EDGEFI ELD) LEVEL 2

STATE JOB TI TLE: ADM NI STRATI VE ASSI STANT STATE JOB CLASS: AA75

PAY BAND/ LEVEL: 04 D

BAND: 04 SALARY RANGE $ 026988 - $ 049932 SPECI AL | NCENTI VE: NO
H RI NG SALARY RANGE: $ 030363 - $ 031577 SCEI'S POSITION #: 61018698

M NI MUM AND ADDI TI ONAL REQUI REMENTS:

A HI GH SCHOCL DI PLOVA AND WORK EXPERI ENCE THAT IS DI RECTLY

RELATED TO THE AREA OF EMPLOYMENT. A BACHELOR S DEGREE MAY

BE SUBSTI TUTED FOR THE RELATED WORK EXPERI ENCE.

(OR AN ACCEPTABLE EQUI VALENCY AS APPROVED BY THE DI VI SI ON OF STATE
HUMAN RESOURCES). SI X (6) YEARS RESPONSI BLE CLERI CAL, SECRETARI AL,
OR ADM NI STRATI VE EXPERI ENCE. MAYBE REQUI RED TO HAVE EXPERI ENCE I N
CRT AND/ OR PERSONAL COMPUTER.

DESCRI PTI ON OF DUTI ES:

UNDER LI M TED SUPERVI SI ON FROM THE WARDEN AND CENTRAL OFFI CE | NVATE
GRI EVANCE ADM NI STRATOR, PERFORMS A W DE VARI ETY OF ADM NI STRATI VE

DUTI ES FOR THE | NVATE GRI EVANCE BRANCH; | NVESTI GATES GRI EVANCES BY

CONDUCTI NG THOROUGH AND | MPARTI AL | NQUI RI ES OF Cl RCUMSTANCES

PERTAI NI NG TO GRI EVANCES THROUGH | NTERVI EWs W TH | NVATES AND STAFF;

ANALYZES SPECI FI C | NFORVATI ON OBTAI NED AND PREPARES RECOMVENDATI ONS
DESI GNED TO RESOLVE PROBLEMS AT THE LOWEST POSSI BLE LEVEL; REVI EWS

AND RESEARCHES SCDC POLICY AS | T RELATES TO GRI EVANCES; ACCEPTS AND
FORWARDS APPEALS TO CENTRAL OFFI CE; PERFORMS OTHER DUTI ES AS

ASSI GNED.

COMVENTS:

MUST ATTEND SCDC BASI C TRAI NI NG
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