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THE POSITION 


, .... 


Th.C".1 CHULA VISTA 
ANNOUNCH AN EMPLOYMENT OPPORTUNITY 


CLERK II/SWITCHBOARO OPERATOR 


(BILINGUAL) 


Approximate Salary 
Biweekly: $269 $283 $296 $312 $326 
Monthly: $586 $616 $645 $678 $713 


Operates the City's switchboardj receives and relays telephone calls and messages; acts 
as a receptionist; gives routine information to the public; checks and processes a 
variety of forms and documents; operates standard office equipment; types correspondence . 
forms, reports and other material on limited basis ; performs related clerical work. 


REQUIREMENTS 
General - Fluent bilingual ability in Spanish/English; at least 18 years of age , except 
for high school graduates under 18. 


Education and Experience - Equivalent to grlldu~tion from high school and one year of 
PBX/clerical e~perience, or completion of two year s of college (60 units) in a related 
field; and the ability to type at a net speed of 50 Wflrds per minute. 


EXAMI NATION 
PerfOm\/lnce test to determine ability to type 50 net Wflrds per minute. Typing tes t may 
be waived for candidates possessing an acceptable certl~icate·of proficiency dated within 
the last twovears. Candidates are encouraljed to obtain typing certificates In advance 
of the written test. Qualifying only. 


Written test may Include grarrrnar , punctuation, spelling, arithmetic and clerical aptitude. 
Required grade, 10; Weight, 50~. 


Appraisal of educa t ion, e~perlence and personal qualifications. Required grade, 70: 
Wei ght, 50~. 


o ~', gran numer~ .. ~~ pl!rsonas qu~ ~~~~an eSPln~~ I!n e5.~~ rN, SI! ese. mu.~hO ~enl!r 
personal con habflidades bllingues en up<lnol-fngles. So! >J.d. retine las cuallflcaclones 
mlnimas y desea tener la oportunfdad de s~uir una carrera que Ie ofrece ascensos 
basados en su propfa habllidad y capacidad , con~ . .m(quese con el Departamento de Personal 
para obtener md's Informacion. 


CLOSING DATE 
Applications will be accepted until Friday, July 2, 1976. 


CLERK II 
GAVB/be 


EXAMINATION NO . 707 (Open) 
Published: June 22, 1976 
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AN EQUAL OPPORTUNITY EMPLOYER 
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GENERAL INFORMATION FOR APPLICANTS 
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SAl./oRl' lNCREASU - £tIplo,", .... 110 .... 11_. MI"Id It St.o A of till "lory ro"'II. Sothfl,to...,. _'o-..n .... bot 
..... .,.,.,; by Uoolr dnl .. ~t hMd fO" ,,11"1 Inc .. U., of u .... xl .. !.ly 5' .fle .. 6 ,,",OtJol It SIlO N. 1ft., 
_ yel" 01 SUit C ..... Ifte ...... yoor It StlP O. tIIu. rNcM", till •• [_ DI, roto In th .... ,.or •. 


PmIOTlIII _ TlII CIt,\' _Id Ilk' to .k, )'OIj' _10,...,1 , .. ,I (.I ....... o_.tunlty. ~ ..... "",,[bIt, , .. 10-
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Clty Of C~Ull Vlsta 
P~rso1nel ntpartMent 
277 fourth AVl!nue 
Chula Vlsta , CI. 92010 







CLERICAL AIID MISCELLANEOUS 


.. ,c,._. CHULA VISTA 
AHHOLtKES AN EMPLOYMENT OPPORTUNITY 


SIHIARY OF CURRENT EXAHINATIC»IS 
(Salary Rates Effective July 2 , 1976) 


June 23, 1976 


SAlARY RANGE LAST DATE TO APPLY 


Clerk II/Switchboard Operator (811 1ngua1) $586 - $713 
Secretary I $678 - $824 


July 9. 1976 
Series 


ENGINEERING 


Assistant Civil Engineer 


PlAHHlNG 


Assistant Planner 
Landscape Architect (Promotiona l ) 


RECREATION 


Ufeguilrd 
Recreation Aid 
Recreation leader 
Senior lifeguard 


$1311 - $1593 


$11 32 - $1378 
$1378 - $1673 


• • 


$2 .91 - $3.54/hr. 
$2.34 - $2.84/hr. __ 
$2.17 - SJ.J7/h r. 
$3. 21 - $J .gO/hr. 


July 6 , 1976 


Series 
July 2, 1976 


series 
series 
ser ies 
Series 


PERSONNEL DEPARTMENT, 277 fOURTH AVENUE, CHULA VISTA, CALIFORNIA 92010 . 4n3300 
AN EQUA L OP PO RTUNITY EMPLOYER 
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DEFI'IITIOtI' .... -_. 


MRCOTtCS Pl\t'IE"TI ... ·' r "D fOI'CflTtClIC 5YSTEII5 


21~~ lo9M fve nue 


511n Ole ..... CA !l'"1 


{71~J2~!H·155 


JO , A ~ ~ ~ !! II C ENE ~ T - .. . 


AD'1I/!ISTAATtVr ASSISTr..'IT 


,f'a-' <II>" 
u.~. o(')~.O(')", ,001] 


111(,. ('1P£SI J 


To .sslst the Exeeutlve Director In parfon.lng a variety of ad~lnl'trlltlve tAsk, 
of above averago dlffleulty. Porform teehnlcal rescAre" IoiIQrk In ttlo fIelds of 
personnel, purch~sl~ operations, stafflno rroee~ur~s, and other ~naq~t aress' 
and to do other work lit reQulrod . 


Dun tS' 


AssI.t the Executive Director In the plan"l"n oroanllatlon l~l~ntAtlon nnd 
()porotlon of the service' toot will he eonductod In he""I' of the beneflclorlos 
of this progrom. Dutles will Inelude oulUllnce In tNl supervision of staff 
ecordlnllt\on of the various pr~ron COMPQRrnts and the training of profo.slonal 
lind p~rll··profcsslonal stllff. HI$ duties will lllso Include the su~l.slon of 
regu lllr roports to tn. txecutlve Dlrrctor. 


The hdmlnl.tratlvo r~slstant ~st heve extensive cxperlence lind ~eekqroun~ In t~ 
orgenizatlon, inpler.lCt\Utlon on-1 o!!(,raclon of social Inrvlce d"llvery prtlgr_s. 
Ho -ust posscss the abIlity to roll1t~ effectively to the noreotlc. IIddlct, and 
In gener31, the n",rcoelcs problO11! In t .... cor.ru.lnley. lie /'lUst bl:o .~Ie to or!llln"':e 
systons for tho development and complllltion of dllt~ and st~tlstlcs ~ thae the 
opcrotlon of the services clln bo roportc~ n~cquntoly, 


E /\Ut/', T I 0'1' 


(qUIll to 11011096 gradu~tlon In business a~lnlstratlon or a reloted field and 
twa (2) y~ rs ~rl~nen In planning or ~Inlsterlnq p~rams IncludIng such 
a reas as socIology public ~dmlnlstratlon and other relat ... d fields doallng with 
the dlsadv~nta!led, ~ddl tlonal e~nrl~~ce ~y substitute for all requlrrd 
education on a ye", r for Yll8r t-ash. 


SIILARY' $ ~~.OO $3 , 70':1.(1) 


AGt LIHIT ' I·" fI, yo",r, at el11111 of applIcatIon 


F"''M nppnaDpqry [UP! nvu 
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'jlrCI'ITl Cs rREVWTtO:I , F"'.'CfTIC"'1 SYSFt'S We. 1I~I'ESI) 


$111'1 DIegO e' 
239 : l S~ 


J 0 ft I /' ., ~ 0 'I C E ~ E II T 


ExrCUT IVE SECRfTfRY 


IInder dlreetlon to pe rform a vllrlllty of secretori,,1 duties for thl! e~ecu tlve 
director t o molntein reeards lind prepa re re~rt$ for ~rd of Directors li nd 
to do r e lllted work as requlre~ . 


DUTI ES 


Pous t take ~nd transcrI be dIctatIon compllo an~ present reports ~nd corr c.pondenee 
proflclen oly : arrllngn "ppolnt~nts fer e~~cutlye director' opens lind dls trl hu te. 
1'1/111 "n<:lprl~lI reS n."r l le. tn Inqul r lu ' servo as re-:ept lonlst re fl!rs co ller./ 
ylsltors to pr~r prog r~ c~ponents attL~d on ~ t l ke minutes /It ~rd ~etln9s 
t o do othcr work deencJ necessary by the c~ecutlye dlrl!ctor, 


H''lh ~c~1 ,"duc~tl"n wIth at l ~,.t thr"" ( "I of exoerl enee in II r,",'pons l!>l e 
c)<<"cut lve secrrtllf'v r>o:t!>itl,,~' \'r;( ... I.,<')" ",f cffkl! rrOC'-;d"re. 51-I II . I n typln'l 
t./l~_in'l ~,j t r /ln~cr1hl:l'l ,lIet"_I,.,.,- <.I)<.'llinQ. ' .~ir'l c",rect f/l'llit" rr_u 
OIK'n~ln!J office equ:P"If'nt ~!>Illty t" ... rlc <.t'O'>Cr"tlyo l y wIth oth~rs typlnt\ 
c<rt HlcuQ 01 cO nn wr~ ~:.ort l.n-rl cert i ficate of Po '''~t WIl"'. Cllrtiflcl'tet 
~n ~ pre_tt'''_~/I.Ltl!!:. of "pr II.e'tlon. OJ; 11".,00 1 {Spanhh/Cno 11ihrpreferred 
but not ~ndatory, 


Sf,lfRY ' S7 ,S:!0 S1.1~ 


[lO~I':r, O~[, June ?S. 1 ~7C. lit <: 10 p,rn 


AGE LlI'IIT' 1'1 (;'1 yC./Irt of IIge lit time of IIpp lle./lt lon 


fI!fLY Fr..' 'IPCSI , 21'5 LntllIn flvenue, SlIn Diego CfI !"113 


COl'" 00"00 .. " " ....... "c,o"ee 





