New Jersey Department of Labor and Workforce Development

VACANCY ANNOUNCEMENT

Posting #: 2026-09 Issue Date: 01/09/2026 Closing Date: 01/23/2026

Range/Title Code: P18 / 56492 Salary: $56,253.35 - $81,896.85

Title: Management Assistant (Competitive)

Location: NJ Department of Labor &
Workforce Development, Division of
Public Safety and Occupational

Unit Scope: Statewide Career Service Safety and Health, Office of Public Workweek: 35 # Vacancies: 1
Employees Occupational Safety and
Health (OPEOSH), Enforcement,
Trenton, NJ (N960)

Job Description

Under the direction of a manager in a state department, provides a wide range of administrative services in support of a Chief
within the area of assignment; assists in the coordination of management/administrative activities of an assigned unit or work
area. Assists other office staff with the following: PEOSH Hotline; checking E-UPA Inbox; issuing Correspondence (order to
comply, extension-related letters, hazard awareness letter); monitor PEOSH Webmail Inbox; order office supplies and personal
protective equipment (PPE); answer Telephone using Office Desk Phone / Avaya Phone Application; complete Ethics Outside
Activity Forms; complete Training and Travel Requests; PEOSH Dashboard Maintenance; appropriate Routing of
Correspondence for Review (PSOSH Review Group); maintain Inventory of PEOSH Equipment / Supplies; maintain / Update
Office Schedules / Staff Contact Information / Vehicle Assignments; run Various Reports from Databases and Provide Summary
Reports (Monthly Metrics Report); assemble Weekly Report to Division; work with Chief to Maintain List of Pending Items;
transmit Appeal Package to the Office of Administrative Law concerning Whistleblower Cases; work with Procurement /
Accounting and Finance (travel Reimbursements, Subscription Services [NFPA and ASSP], OSHA One Time Funding, Eye
Exam / Eye Glass Related Reimbursements as applicable, Answering Service, Follow up on / track requests); Scheduling
Informal Conferences / Contests, Communicate with Staff for Holiday Coverage; interviews for New Staff; maintain Records
(Workers Memorial Day; make requests for, and monitor, records from Archives / Storage upon request; monetary Penalties;
settlement Agreement Status / Progress; personnel as needed); State Plan (Memorandum of Understanding (DOL/DOH);
adoptions of Rules / NJ Register (Legal); coordinate Preparation of Annual Grassroots Report); maintain Dates of Upcoming
Meetings for Advisory Board and NJSISC); fills in for above listed duties as needed when Senior Clerk Typist office staff is out;
other duties as required.

NOTE: The examples of work for this title are for illustrative purposes only. A particular position using this title may not
perform all duties listed in this job specification. Conversely, all duties performed on the job may not be listed.

Full Civil Service Specifications can be found HERE.

Employee Benefit(s)

The Department of Labor and Workforce Development (DOL) provides many employee benefits to acknowledge, and value, their
contribution. Statewide benefits include:

Alternate Work Week*

Deferred Compensation

Health and Life Insurance

Public Service Loan Forgiveness (PSLF)

Telework*

100% Tuition Reimbursement*

Flexible and Health Spending Accounts (FSA)/(HSA)
Temporary Expanded PSLF (TEPSLF) Programs

*Pursuant to the Department’s policy, procedures and/or guidelines.

| Civil Service Commission Requirements (Education/Experience/Licenses)

HR-96 (12/19)


https://info.csc.nj.gov/jobspec/56492.htm

Open to employees of the State of New Jersey who are currently permanent in a competitive title and who meet the open
competitive requirements listed below:

REQUIREMENTS:

NOTE: Applicants must meet one of the following or combination of both experience and education. Thirty (30) semester hour
credits are equal to one (1) year of relevant experience.

Five (5) years of professional experience performing complex administrative support work which must have included the
interpretation, verification and/or application of department/agency rules, regulations, policies and procedures.

OR

Possession of a Bachelor's degree from an accredited college or university; and one (1) year of the above-mentioned professional
experience.

NOTE: "Professional experience" refers to work that is analytical, evaluative, and interpretive; requires a range of basic
knowledge of the profession's concepts and practices; and is performed with the authority to act and make accurate and informed
decisions.

RESUME NOTE: Eligibility determinations will be based only upon information presented on the resume along with other
supporting documents. Applicants who possess a degree from a college or university outside the United States must provide an
evaluation of the transcripts from a recognized evaluation service at the time of submission. Failure to do so may result in your
ineligibility.

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.

TO APPLY
If you qualify, please submit a letter of interest, transcripts (if applicable), and your resume through the link below
Click Here to Apply:
Management Assistant #2026-09

This is not a promotional announcement for a Civil Service Examination.
This posting may result in personnel actions which will require final approval by the Department of Labor and
Workforce Development and the Civil Service Commission in accordance with Civil Service Commission rules and
regulations.

This job posting is authorized by the Department of Labor and Workforce Development,
Division of Human Capital Strategies.

- Newly hired employees must agree to a thorough background check that may include fingerprinting.

- Any appointments made from postings, which involve movement between unit scopes, may result in a forfeiture of rights to
any promotional list in a former unit scope.

- As of September 2010, in accordance with N.J.S.A. 52:14-7, the “New Jersey First Act,” all new employees must reside in
the State of New Jersey, unless exempted under the law. If you do not live in New Jersey, you have one year after you begin
employment to relocate your residence to New Jersey, or to secure an exemption.

- Work Authorization: Applicants must be authorized to work in the United States according to the Department of Homeland
Security, United States Citizenship and Immigration Services regulations. NJDOL does not provide sponsorship or accept
student OPT/CPT programs, F1 or H1B work authorization visas.

The New Jersey Department of Labor and Workforce Development is an Equal Opportunity/Affirmative Action Employer.

New Jersey Department of Labor and Workforce Development
PERSONAL RELATIONSHIPS DISCLOSURE STATEMENT



https://njdol.prod.simpligov.com/prod/portal/ShowWorkFlow/AnonymousEmbed/4d842a57-e01d-400f-ae34-e77b2d4ff34a?element353=01/23/2026&element22=2026-09&element24=Management_Assistant&element343=PEOSH

In accordance with the Uniform Ethics Code adopted by the NJ State Ethics Commission and the State Policy
Prohibiting Discrimination in the Workplace, the New Jersey Department of Labor and Workforce Development
(NJ DOL) requires the disclosure of all relatives, consensual personal relationships, and cohabitants. No NJ DOL
employee may supervise or exercise any authority with regard to personnel actions involving their relative, anyone
with whom there is a consensual personal relationship, or anyone with whom they cohabit.

Relative means an individual’s spouse/domestic partner/civil union partner! or the individual or spouse’s/domestic
partner’s/civil union partner’s parent, child, brother, sister, aunt, uncle, niece, nephew, cousin, grandparent,
grandchild, son-in-law, daughter-in-law, stepparent, stepchild, stepbrother, stepsister, half-brother or half-sister,
whether the relative is related to the individual or the individual’s spouse/domestic partner/civil union partner by
blood, marriage or adoption.

Consensual personal relationship means marriage, engagement, dating or other ongoing romantic or sexual
relationships.

Cohabitant means non-related persons who share a household under circumstances where there is financial
interdependence.

The New Jersey Department of Labor and Workforce Development requires the disclosure of all relatives and
consensual personal relationships to be promptly reported directly to the Division of Human Capital Strategies
(HCS), Director’s Office. Confidentiality shall be maintained to the extent possible and practicable. This
information may be shared with NJ DOL’s Equal Employment Opportunity Office and/or the NJ DOL Ethics
Office as deemed necessary. Upon receiving notice of the relationship, HCS may address any situation as necessary
in consultation with the EEO Office and/or the Ethics Officer. This may include, but is not limited to, the changing
of reporting relationships or transferring any of the employees involved. Failure to provide notification to HCS may
result in discipline up to and including termination and the denial of legal representation and indemnification by the
State in the event that a lawsuit is filed having a connection with a personal relationship. Employees are under a
continuing obligation to promptly report personal relationships that develop during the course of their employment.

[[1 I DO NOT have a relative or a consensual personal relationship, as defined above, with anyone working for the
New Jersey Department of Labor and Workforce Development.

[1 1 DO have a relative or a consensual personal relationship, as defined above, with anyone working for the New
Jersey Department of Labor and Workforce Development identified as follows:

Name Relationship Division and Work Location

Do you need more space for disclosure? [ | Yes [ |No If YES, continue writing on the back of this form.

I certify that the information on this form to the best of my knowledge and belief is true, complete and accurate. 1
understand that any misleading or incorrect information, willful misstatement, or omission of a material fact, may
be just cause for disciplinary action up to and including termination. I understand my obligation to promptly report
personal relationships that develop during the course of my employment.

Applicant/Employee’s Name (Print)

Applicant/Employee’s Signature Date

' Domestic Partner as defined in NJSA 26:8A-1 et. seq. and Civil Union status as defined in NJSA 37:1-28 et. seq.



