Position Skills Inventory

POSITION TITLE

REQUISITION NUMBER

Required (R) - Minimum skills which an applicant must possess in order to be considered for this position.

Preferred (P) - Applicants are not required to have basic knowledge of these skills in order to be considered for this position. Skills which may
enhance an applicant’s performance in this position may be indicated.

Check v the boxes next 1o the appropriate skills and attach this form to the requisition. A MAXIMUM OF FIFTEEN SKILLS MAY BE INDICATED.

CLERICAL AND OTHER Fund Raising g RO Byeeme
R P ) c68 [ [ Apple Talk
830 [ [ Direct Mail c7o O O oos
Clerical B32 [0 [ Personal Solicitation c7z O 0O mac-08
B34 [ [ Special Events Planning c74a O O Novell
Keyboarding B36 [ [ Telemarketing c7e O O osr
86 o OO
AD2 Correspondence . C80 LINIX
AD4 8 EFomls Supe:visplon c82 % S‘Mnm
AO6 i c84 Windows 95
jo0 5 5 agea Tarcrpta 560 0 3 st tonen % 5 O Vi
A0 00 O Technical Bs4 [J [J Performance Management
B6 [J [J Program Development & Design Peripherals
Library B58 [0 [J Project Management ces Ei EILaseertef
L B0 [0 [J Recruiting, Interviewing & Hiring
A6 [0 [ Archives/Manuscript Knowledge Bs2 [ CJ Team Deveiopment €90 [ OJ Modems
A18 8 SMWWN 864 [ O Training 092 [0 I Scanner
A20 Repair
20 Egumcamooumq B66 [0 [J Work Scheduling . Work Stations
A24 Library Research
A26 [0 [ Records Management s g Egma

COMPUTER & RELATED 006

LA Campus Electronic
A30 [J [ Adding Machine/Calculator Personal Computing Information Systems
A32 O [ Cash Register a e
A34 [0 O pata Entry/CAT Applications ce2 O 0O
A36 [0 [ Dictation Equipment AP Ced [ [ HRMIS/TAPS
A8 O O Fax €02 [0 O Accounting & Financial Reporting ce6 [J [ Student Database
w 8 Bumﬁlm 04 g B{:orrmmmmssmm
icrofiche Co6 Database Management
A44 O [ Radio Dispatch c08 [ [J Desktop Publishing Data Processing
a6 O O Switchboard/Mutti-line System cio (O CJ craphics
c12 g Shmmﬂmhd(agu Data Management
Office & Fiscal ci4 Programming - C/C++ LI
R oe ¢16 O O Programming-Visual Basic 002 ] [CI Database - Hierarchical
A0 [ CJ Accounting c18 O O Spreadsheet 004 [] [J Database -
a2 0O 0O ing €20 [ O Statistical Software 006 [ O Sequential
As4 O [ Budget Monitoring 22 [ [OJ Word Processing 008 (I CJ vsAm
AS6 [ [J Business English
AS8 E [ compiling Statistical Reports Client Server Documentation
ABO R P no
as2 (O [ Editing/Proofing « O CleBn D10 [ [ Change Control
as4 [ O Filing g’ﬁ oo D12 [0 [ End User
as6 [0 [J Grant Proposal Preparation 028 [ [ Microsoft D14 [0 [ Modification Specs
A88 [ [ Maintain Payroll/Personnel Records 30 [ CJorace 016 ] CJ New Program Specs
A70 [0 [J Medical Records Correspondence 032 [ CJSyBase 018 [0 [ New System Specs
A72 [0 [J Medical Records Filing
A74 O [0 Medical Terminology Hardware Hardware - Mainframe
A76 [0 OO Purchasing Equipment/Materials WL R
A78  [] [ Shorthand/Speed Writing c38 [ [ Apple Maci 022 [J CI Amdahi
As0 [0 [ Scheduling/Reception c40 [ [ IBM/PC Compatible D24 DDM‘IBI
Ag2 O O Telter c42 [ O Maintenance & Repair 026 L[] Ll Hitachi Data Systems
As4 O O Third Party Billing c44 O I PC. Installation & Setup 028 [ [ 18M 390 or Larger
As6 [ [J Third Party Collection
Ass [ [ Travel Arrangements Internet Hardware - Minis
A P
S e p32 [ [J Data General
Communication g 8 g%mﬁm 034 [ [OJ DEC-Alpha
R P £52 O Dm D36 D CIDEC-VAX
Bo4 [J [ Customer Service cs4 [ CIHTML 038 O O Digital
Bo8 [J [ interpersonal Communication 58 [ [ Point-to-Point Protocol (PPPY/Slip D42 [J OJ suN
g0 OO [ Oral Communication cs0 [ CITeene
B12 [ (I Telephone Etiquette c62 [ [JTelnet Network Communications
g:; 8 BWW _ c64 [ O] worid Wide Web o6 O O cics
048 0 [ Keymaster
ps0 O O RUE
052 O O TS0 on MVS
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SPECIALTY & OTHER

Animal Care and Farming
Laboratory Animal Care

[EI Animal Cage Sanitizing Techniques
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F30
F32
F34
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Farm Equipment Maintenance
Farm Equipment Operator
Flower Care

[J Greenhouse Operation

[J Livestock Production

] Metal Cutting
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Milking
] Pesticide Application

F46 [ O Plant Pollination
F48 [0 [J Poultry Production
Fs0 O O Pruning
F52 [0 [ Soil Analyses
F54 [0 O Turf Maintenance
Audio/Visual
R »
602 [ O 16mm Projector
64 O CATV Recorders/Players - Operation/
Repair
606 [J [ camcorder
608 [ [J Films and Slides - Repair
G610 [ O Instruction - Equipment Usage
612 O [ Licensed Projectionist
614 [0 [ Movie Proj - Operation/Repair
616 O [ Overhead Projector - Operation/Repair
618 [0 [J Repair VCR
620 [0 O Slide Projectors-Operatior/Repair
G622 [J [ Studio Recording (Audio)
624 [ [ Studio Recording (Video)
G626 [ [J Tape Recorders - Operation/Repair
628 [ O Vcamera
630 [ O video Editing

Health and Medical

Custodial Services
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[ Backpack Vacuum
J Dry Foam Machine

Scrubber
Sanitation Procedures
Floor Polisher
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Environmental Health and Safety

102 O [ charcoal Tube Air Samples
104 [ O Combustible Gas Monitor
106 [ O Field inspection Surveys and Reports
108 [0 CJ Fire Codes and Ordinances
110 [ [J First Aid Training
112 O O Laboratory Surveys and Reports
n4e 0O O uquid i
116 [0 O Organic Vapor Monitor
118 [0 O Photo lenization Detector
120 [0 [J Radiation Surveys
122 [0 [ Radioactive Matenial Safety Procedures
124 [0 O State Building Codes
Food Service
A" P
J02 [ O Coffee Makers
Jo4 [ [ pish Machine
Jo6 [ O Dishing, Slicing, and Plating Food
Jo8 [ [J Food Service Sanitation Procedures
Jio O O Fryolator
J12 O O Gl
J14 [ [ High Pressure Steamer
J1s [0 [ Large Mixer
J18 O CJ Low Pressure Steamer
J20 [0 [ Meat Slicer
J22 O O Menu Preparation
J24 [0 [ Nutritive Food Values
J26  [J [J Operation of Kitchen Equipment
J28 [ [ Ordering, Planning, Preparing Food
J30 [0 [ Pizza Oven
J32 [0 [ Rotisserie Oven
Ja4 [0 [ Soft Serve Machine
J36 [0 [ Test Recipes/Keep Records of Results
Jas  [J O vertical Cutter
J4a0 [ [ weights and Measures/Fundamental

Math

K02 [ [ Avility To Take Vital Signs
ko4 (O [ Basic Sterile Techniques
k06 [J [J Outpatient Experience
Kos [ [ Phiebatomy
Kio OO [ uirasound RDMS
Laboratory
Analyses
R P
Moz O [ Amino Acid
Mo4 [J [J Atomic Absorption Spectroscopy
Mo6 [ CJ calerimetric
M08 [0 [J carbohydrate
Mi0 O O chromatographic
M12 [0 [ Electrophoresis
M14 [ [ Gas Chromatography (GC)
Mi6 [ [ Gas Chromatography Mass
Spectroscopy Analysis (GC-MS)
m18 [ [J High Pressure Liquid Chromatography
(HPLC)
M20 [0 [ Immuno Chemical
M22 [0 [ Radiation Isotope
Maa O 0O i
M26 [ [ Thin Layer Chromatography (TLC)
M28 [0 [ Titrametric
Assays
R P
m30 (O [ Agar Plaque
mM32 [ [ Antibody
M34 O O iochemical
M36 O O Cytotoxic
M38 8 Ew
M40 Enzyme
mM42 [ O Protein
M4 [ [ Radieimmuno Assay RIA
Molecular Biology
A P
mM46 [ [ Biot Hybridization
M48 [ I DNA Sequencing
M50 [ [ Gene Cloning
M52 O O immunoblotting
M54 [ [ Polymerase Chain Reaction
Techniques
R P
M60 [ [ Fixation
m62 [ O Frozen Section
Me4 [0 [J Histological
mMe6 [ [J Insite Hybridization
M8 [ [ Ketosteroid
mM70 O [OJ Microbiological
M72 O O Paraffin
mM74 O O sterile
M76 [0 [J Tissue Culture
Other
L
No2 [0 [J Acid Hydrolysis
No4 [ (I Dehydration
No6 [ [ Deionization
No8 [J [J Distiliation
N10 O [ Electron Diffraction
N12 O O Electron Microscopy
N14 [ OO Electronic Balances
N16 [0 [ Endocrine Tests
N18 [ [ Enzyme Purification
N20 (O [ Glass Washing
N22 [0 [0 Mix Chemical Solutions
N24 [0 [ monocional
N26 [ O pH Meters
N28 [0 [J Protein Isolation Purification
N30 [J [OJ Standard Light Microscope
N32 O O water Treatment Chemistry
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1oL O [ Plastering

2L O Precast Concrete
23L O [ Restoration
25t [0 O stonework
27.. O OO Terazzo Setter
200 O O mile

Mechanical Maintenance HVAC

AR P

0iMm (O [ Air Compressors

03Mm [ [OJ Air Filtration

05M [0 [ HVAC Cooling Towers

oM O O H/W and C/W Coils

ooM [ [J H/W and C/W Pumps

11M [0 [ Heavy Air Moving Machinery

134 O [ Preventative Maintenance Program
15M [0 [0 Pump and Motor Alignment

Mechanical Repair
Ifl Automotive

R
oiN O
03N [J [J Diesel Engine
05N [ [ Gasoline Engine
07N O [ Heavy Equipment
0sN O O Large Engine
1IN O O Millwright
138 O O Power Plant Equipment
15N O O R Stamp Welding
17N O O Small Engine
Painting

R P
01 O [ Airless Spray
osr (O [ Apprentice
0sp [ [J compressor Spray
07p [0 [J Drywall Finish
09p [0 [J Epoxy Coating
11 O O Glass Repair
13¢ O [ Journeyman
15 O [ Master
17p O O Mixing Paint
197 [J [J Power Washing
2tP O O Sandblasting
23¢ (O [ Staging/Rigging
2sp [0 [J Staining/Polyurethane
277 [0 [ Textured Spray Finish
20p [0 O waterproofing
Plumbing

] P
o010 [ [J Apprentice
030 O [J Boiler Maker
05 [ O Construction
o7a [ [J Gas Fitting
090 ([ O Pipe Insulator
1@ O [ Pipe Fitting
130 O [J Repair
150 O O Sprinkler Fitter
Sheotrnetal
01R I:! I:J Apprentice
03R [ [ Fabrication
058 [0 [ Heliarc Welding
07R [ [ Installation
oo [ [ Layout
1R O O Journeyman
138 [ [ Master

Sign PaintinglLettering

018 |:| |:| Apprentice

03s [ O computerized Commercial Sign System
05s [J [ Engraving

07s [ [ Freestyle Lettering

09s [J [ Graphics/Layout

11s O O Journeyman

138 O O Lettering

155 O O Mmaster

17s O O Silk-screening

19s [0 [ stenciling

Roofing
R P
01T O O BuiltUp
031 [ [ Commercial Guttering
05T [ O Commercial Low Slope Roofing
07T [ [J Commercial Steep Slope Roofing
09T [ O Flashing
11T O [ Metal Construction
131 O O Modified
15T [0 [ Roof Preventive Maintenance
171 O O Shakes
19T O O Shingle Fiberglass
21T [0 [ Singie Py
231 O [ Snow Beit
25T O [0 Waterproofing
Welding
A P
oww O O Arc
030 [ O Brazing
o050 [ [ Electrical
o7u O O Gas
09U O [ Layout and Instaliation
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[J Accredited Records Technician

[ Air Brake Endorsement

[J Asbestos Abatement Project Monitor

Certification
[ Asbestos Inspector Certification
g Cardiopuimonary Resuscitation (CPR)

Lo1
Lo3

] certified Medical Technician (ASCP)

(] Certified Nursing Assistant

[J Certified Optometric Technician

OJ Certified Pharmacy Technician

[ Certified Safety Professional

[ Certified Sterile Supply Technician

] Class D Systems Technician License

J Commercial Applicator (Supervisor of
Pest Control Group)

] Construction Supervisor's License

(] DPW Heavy Equipment Operator's

License

L20 [ Dept. of Labor and Industries Asbestos

Supervisor Certification
[J Dept. of Labor and Industries Asbestos

Worker Certification

L22 a Dept. of Public Safety Security System
Contractor's License

L23 [J Doubles/Tripies Endorsement

L24 [ Driver's License Class D

L25 ] Elevator Mechanic License

L26 [J Emergency Medical Technician (EMT)

L27 [ Fire Inspector Certification

L28 [J Forklift Certification

129 [J Hazardous Materials Endorsement

L30 [ Hoisting License (Code 2A minimum)

L31 [ Industrial Control/instrument License

L32 [ Journeyman Electrician's License

L33 O Journeyman Plumbing and Gas Fitting
License

L34 [ Licensed Dental Assistant

L35 [ Licensed Physical Therapy Assistant

L36 (] Licensed X-Ray Technician (AART)

[ Lift Operator's License

[C] Master Electrician's License

[ Master Plumbing and Gas Fitting
License

[J Medical Lab Technician (ASCP/MLT)

[ NRA Applied Food Service Sanitation
Certification

[ 0il Burner Technician License

L38
L39

L40
L41

L42

L43
L4

L46
L47

L48
L49

L51

0000 ooooo

[ Passenger Transport Endorsement

[ Pesticide Applicator License

[ Pipe Fitter's License

(] Public Safety Certificate of Clearance

] Refrigeration Technician License (with
EPA Universal Certification)

[J Rigger License

[J Registered Dietitian

CJ Tank Vehicles Endorsement

[0 wastewater Treatment Plant Operator
License Grade 2

Commercial Driver's License
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P

] cDL Class A
(] cOL Class B
[J coL Class C

Fireman License

p
CJ 1st Class
O 2nd Class

Stationary Engineer

C] 15t Ciass
] 2nd Class
[J 3rd Class

CURRENT AND VALID

NATIONAL AND

MISCELLANEOUS LICENSES
AND CERTIFICATIONS
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W16
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FOREIGN LANGUAGE SKILLS
(OTHER THAN ENGLISH)

Other Language Skills
]

ASL
BRL

A
|
a
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[ AALAS Assistant Laboratory Animal
Technician Certification

[ AALAS Laboratory Animal Technician
Certification

[0 AALAS Laboratory Animal Technologist
Certification

CJ ALOA Locksmith Certification

O GerhﬁedPuhlic.Mcmntant

Protection Technologist Certificate
[ Notary Public
[ Universal Refrigeration Transition and
Recovery License

[J American Sign Language
[ Brailie
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