
STATE OF IDAHO
invites applications for the position of:

Administrative Assistant 1 - ABC

SALARY: $17.00 Hourly

DEPARTMENT: Idaho State Police

OPENING
DATE:

08/08/22

CLOSING
DATE:

08/21/22 11:59 PM

DESCRIPTION:

Alcohol, Beverage, Control (ABC) is looking for someone to perform a wide variety of secretarial
support functions; apply detailed program knowledge in developing and/or maintaining program
records systems and/or in collecting information, preparing reports and providing liaison between
management, other organizational units, and external customers; perform related work.

EXAMPLE OF DUTIES:

Assist customers, both in person and on the phone, with ABC inquiries
Explain Idaho Code as it relates to license qualifications and requirements (foundation
codes - not to include detailed interpretations of the law)
Coordinate fingerprint card processing to include billing
Manage both ABC general and renewal email accounts
Mail processing and distribution
Prepare professional business correspondence and maintain files
Complete Navision requisitions, forms, and supply orders
Inventory management including the preparation of property transfer forms
ABC price posting to include completion of product approvals and management of
required monthly reporting 
Complete permits for Direct Shipper (work with Tax Commission on issuance, renewal,
reconciliation, audit and processing annual reports), Non-Profits, and Winery sponsored
events
Process and apply payments from online requests 
Meeting management to include scheduling (for in person, online sessions, and
conference calls), and completion of minutes 
Clerical duties relating to management, licensing, and enforcement staff
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Process public record requests
Ensure records retention processing is completed and meets timeline requirements

MINIMUM QUALIFICATIONS:

Good knowledge of:
office support functions including word processing, filing, composing a variety of business
documents;
reception;
gathering and compiling data;
balancing and coordinating a workload for multiple projects.

Experience:
using database software
with Microsoft Word
with Microsoft Excel

Extra Credit:
interpreting, applying, and explaining complex information
Navision financial software
experience with Laserfische
good knowledge of legal terminology, procedures, and legal ethics
experience working in law enforcement, correctional facilities, or in other criminal justice
based capacities

SUPPLEMENTAL INFORMATION:

Please make sure your resume and personal information contained in your profile supports your
answers to the questions.
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jobs@isp.idaho.gov @ISPCareers https://isp.idaho.gov/hr/

(208) 884-7018

Hiring is done without regard to race, color, religion, national origin, sex, age or disability. If you
need special accommodations to satisfy testing

requirements, please contact the Division of Human Resources at (208) 334-2263.

Preference may be given to veterans who qualify under state and federal laws and regulations.

APPLICATIONS MAY BE FILED ONLINE AT:
https://www.governmentjobs.com/careers/idaho

304 North 8th Street
Boise, ID 83720

idhr@dhr.idaho.gov

Position #08/21/22 15382 PCN 4575
ADMINISTRATIVE ASSISTANT 1 - ABC

MG
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Administrative Assistant 1 - ABC Supplemental Questionnaire

* 1. I have at least one (1) year of work experience performing a wide variety of office
support functions which included word processing, filing and composing a variety of
business documents; OR, I have formal training consisting of successful completion of
an 18-24 month office administration course of study beyond high school, which
covered word processing, filing and composing a variety of business documents.
Coursework should have resulted in an Associate (A.A.) degree or equivalent to be
qualifying. Work experience should be full-time work (at least 35 hours per week) or
two years working 20 hours per week.

 Yes
 No

* 2. I have at least 1 year of office experience which required composing and editing a
variety of business documents on a regular basis; OR, I have successfully completed
at least 1 college-level English composition or business English class AND have 6
months of experience composing business documents. When responding to work
experience statements, the intent is that this be full-time work (at least 35 hours per
week). Two years of experience working 20 hours per week equates to one year of
work experience.

 Yes
 No

* 3. I have at least one (1) year of work experience with responsibility for answering
business phones, greeting visitors, AND screening callers for further access to staff.
Work experience should be full-time work (at least 35 hours per week) or two years
working 20 hours per week.

 Yes
 No

* 4. I have at least one (1) year of work experience gathering information from a variety
of sources to collect and compile requested data. Work experience should be full-time
work (at least 35 hours per week) or two years working 20 hours per week.

 Yes
 No

* 5. I have at least one (1) year of office work experience which required that I balance,
coordinate, and set priorities for multiple projects with varying deadlines, or for
multiple supervisors. Work experience should be full-time work (at least 35 hours per
week) or two years working 20 hours per week.

 Yes
 No

* 6. I have at least 6 months of experience in a work setting where I was required to
enter and retrieve data in a database records system or other computer records
system.

 Yes
 No

* 7. Microsoft Word I certify that I can operate word processing software (such as
Microsoft Word) and equipment at the rate of 40 wpm or more and produce merged
documents, specialized tables, reports (columns), correspondence, forms (creating
and using templates), and graphics.

 Yes
 No
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8. MQ Specialty Please select the option that best describes how you have gained
experience using MS Excel. Typically gained by at least 6 months work experience
creating spread sheets; creating and adding graphs and charts to documents.

 I do not have at least 6 months work experience creating spread sheets; creating
and adding graphs and charts to documents. Therefore, I do not meet the minimum
requirements for this position.

 I have at least 6 months work experience creating spread sheets; creating and
adding graphs and charts to documents.

 I have one year of work experience creating spread sheets; creating and adding
graphs and charts to documents.

 I have one year of work experience creating formulas and employing built-in
calculation functions to perform complex financial, statistical or analytical calculations
in MS Excel.

* 9. IDAHO STATE POLICE DRUG POLICY I certify that I have read, fully understand and
comply with the ISP Drug Policy. To answer this question please click on the web site
link listed in the job posting to review the ISP Drug Policy. I meet the standards
described in the policy and I would like to be considered for employment by the
Idaho State Police. I understand that I will be required to pass a background
investigation and a polygraph examination prior to employment by the Idaho State
Police. You must be in compliance with the Idaho State Police Drug Policy in order to
be considered for employment with the Idaho State Police.

 Yes
 No

* 10. Extra Credit: Interpreting, Applying, and Explaining Complex Information. I have at
least six months of work experience aiding an executive, administrator, and/or
manager by interpreting, applying and explaining complex information such as
regulation, policies or services. My work experience in this area has been of an
independent nature and I was responsible for establishing my own work methods. My
duties required analysis of technical data and independent decision making.

 Yes
 No

* 11. Extra Credit: Navision Financial Software: I have completed a course in Navision
Financials software AND I have at least 6 months of experience using the software in
a work setting; OR, I have at least one year of experience using this software in a
work setting.

 Yes
 No

12. EXTRA CREDIT: Select the response that best describes your experience using
Laserfiche. This is not a minimum qualification for this position, but it could increase
your score.

 A. I DO NOT have laserfiche experience
 B. I have at least 6 months experience using laserfiche
 C. I have more than 1 year of experience using laserfiche

* 13. Extra Credit: Specialty Area: Legal Terminology I have good knowledge of legal
terminology, procedures, and legal ethics through successful completion of college
level coursework (equivalent to 2 semesters) covering introduction to and
understanding of legal terminology, legal procedures and legal ethics; OR, I have one
(1) year of experience working full time as a secretary in a law office performing work
relating directly to these three areas.

 Yes, I have good knowledge of legal terminology, procedures, and legal ethics
 No, I do not have good knowledge of legal terminology, procedures, and legal

ethics
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* 14. Extra Credit - Do you have experience working in law enforcement, correctional
facilities, or in other criminal justice based capacities? This experience is not required
for this position but may increase your score.

 Yes
 No

* Required Question
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