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OPEN TO:  Permanent State employees as a promotional or lateral opportunity, pending the recession of applicable promotional and hiring restrictions.

STATE-WIDE DISTRIBUTION

JOB OPPORTUNITY #114-15
DATE: May 27, 2015
TITLE:  Agency Services Representative 4, Bilingual In Spanish & English 
SALARY: $ 45,053.25 - $63,537.63
LOCATION: 
Division of Aging Services, Office of the Director of State Health Insurance for the Aging and Disabled & Facilities Management – Call Center
                    
12C Quakerbridge Plaza, Mercerville, NJ 08619
POSITION INFORMATION
DEFINITION: :  Under the direction of a supervisory official in a state department,  agency, or institution, provides front-line and behind the scenes  customer and other support services involving the review, processing  and issuance of agency documents; provides varied information to  customers regarding department/agency programs and services;  handles the most complex and/or sensitive customer issues, requests  and complaints; functions in a lead worker capacity; does other related  work as required.  
CLASSIFICATION CRITERIA: 

The major focus of positions classified as Agency Services Representatives is public contact.  Incumbents spend a majority of their work time responding to questions and soliciting information, orally and in writing, from members of the general public, co-workers, and others for the purpose of processing agency documents.  Other clerical support functions may be assigned from time to time but should not be the primary emphasis of the position.   

Positions at this level function in a lead worker capacity, and typically are the "go-to" person in the absence of a supervisor.  While incumbents at this level are not technically considered supervisors, they are expected to assist lower level staff by answering questions and providing guidance, advice, instruction, and training to enable them to learn the duties and responsibilities of the position.   
Incumbents are expected to be knowledgeable regarding all relevant programs and services under the agency’s jurisdiction, and have a clear understanding of how they relate to each other.  Positions at this level are responsible for suggesting resolutions on matters where a clear precedent does not exist.  

SPECIAL SKILL:
Applicants must be able to read, write, speak, understand, or communicate in Spanish and English sufficiently to perform the duties of this position. 
Experience: Four (4) years of experience providing information and support to customers or clients, responding to technical inquiries and/or complaints regarding products, services or programs, or collecting payments in a government or office setting.

LICENSE:  Appointees will be required to possess a driver’s license valid in New Jersey only if the operation of a vehicle, rather than   employee mobility, is necessary to perform the essential duties of the position.

NOTE: APPLICABLE SPECIAL RE-EMPLOYMENT LISTS ESTABLISHED AS A RESULT OF A LAYOFF WILL BE USED BEFORE ANY APPOINTMENTS ARE MADE.
RESUME SUBMITTAL
Interested candidates possessing the requirements listed, should forward resumes with the job opportunity # as indicated below:

SUBMIT TO: 

Denise Meckel, Manager, Human Resources



Division of Aging Services




PO Box 715




Trenton, NJ 08625-0715
EMAIL:


DoAS.Resume@dhs.state.nj.us
RESPOND BY:   June 10, 2015
DHS-CO REVIEW:  DAB  05/27/15
IMPORTANT NOTICES

(1) RESIDENCY - Effective 9/1/11, NJ PL 70 (NJ First Act), requires all State employees to reside in New Jersey, unless exempted under the law, or current employees who live out-of-state and do not have a break-in service of more than 7 calendar days, as they are “grandfathered.”  New employees or current employees who were not grandfathered and who live out-of-state have one year after the date of employment to relocate their residence to New Jersey or request an exemption.  Current employees who reside in NJ must retain NJ residency, unless he/she obtains an exemption.  Employees who fail to meet the residency requirements or obtain an exemption will be removed from employment.
(2) DRUG SCREENING - If you are a candidate for a position that involves direct client care in one of the Department of Human Services’ hospitals or developmental centers, you may be subject to pre and/or post-employment drug testing/ screening.  The cost of any pre-employment testing will be at your expense.  Candidates with a positive drug test result or those who refuse to be tested and/or cooperate with the testing requirement will not be hired.  You will be advised if the position for which you’re being considered requires drug testing and how to proceed with the testing.
New Jersey is an Equal Opportunity Employer


