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CLERK II
NEW HAMPSHIRE COUNCIL ON DEVELOPMENTAL DISABILITIES
Part-time position, not to exceed 20 hrs/wk.
$10.67/hr.

The New Hampshire Council on Developmental Disabilities is seeking to fill a part-time Clerk II position to assist staff in agency’s operations. 
This position is charged with working directly with agency staff and Council Members.  The successful candidate must possess a friendly, outgoing personality, be dependable, and be able to multi task.  Clerical, accounting and computer skills are required for this position.

MINIMUM QUALIFICATIONS:
Education:  High school diploma, G.E.D. or equivalent, including supplemental course in business practices.  Each additional year of approved formal education may be substituted for one year of required work experience.

Experience:  One years’ experience in a clerical position.  The successful candidate must satisfactorily pass a criminal background and motor vehicle checks.  The starting salary for the Clerk II position is $10.67 hourly with a maximum of 20 hours per week.  There are not health insurance benefits available with this position.

For further information on position responsibilities, visit our website at www.nhddc.org or contact David Ouellette, Program Specialist at (603) 271-3236,  21 South Fruit Street, Suite 22, Concord, New Hampshire 03301-2451 or email david.l.ouellette@ddc.nh.gov.  

HOW TO APPLY:  An official application for employment may be obtained from and returned to New Hampshire Division of Personnel, 25 Capitol Street, Concord, New Hampshire 03301 (603) 271-3261 or 3262, or submitted via email to nhjobs@nh.gov and is available on the Internet at www.admin.state.nh.us/hr
.  

The deadline for submitting an application is April 30, 2010.
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