
Job Posting 

 

Department:  81 - Executive Offices 
Organization:  817000 - Ex Pa Comm On Crime & Dlqntcy  

Job Code/Title:  2200 - Clerk Typist 2 
Position Number:  130126  

County:  Dauphin  

Work Location:  PA Commission on Crime & Delinquency  
3101 N. Front Street  
Harrisburg, PA 17110  

Type of Job:  Civil Service  

Union:  AFSCME  

Bargaining Unit:  A1  

Seniority Unit:  Pa Commission On Crime And Delinquency  

Type Position:  Permanent / Full Time  

Salary Range:  $27,834 - $40,900  

Pay Schedule / Range:  ST / ST03  

Posting Length:  15 days  

Posting Dates:  6/2/2016 - 6/16/2016  

Contact Number:  (717)265-8469 or theford@pa.gov  

Information:  WORK HOURS: 8:00 AM - 4:30 PM  

Description of Duties:  This position is under the direction of the Supervisor for the Claims Processing Unit of the 
Victims Compensation Assistance Program, Office of Victims' Services. This position performs a 
variety of clerical duties to ensure the timely processing of claims received from victims of crime, 
which includes entry, review, and submission for approval of Forensic Rape Exams (FREs).  

Essential Functions:  * Perform processing procedures  
* Proofread documents accurately  
* Communicate effectively, both orally and in writing  
* Organize and prioritize work assignments  
* Interpret verbal and written instructions  
* Operate standard office machines  
* Establish and maintain effective working relationships  
* Use a personal computer and associated software  

  
   

Last Date Job Applications Will Be Accepted: Thursday, June 16, 2016 

Recruitment Method(s):  

Applicants must meet one (or more) of the following methods(s) to be considered for this vacancy: 

 Transfer  

 Reassignment  

 Voluntary Demotion  

 Reinstatement  

Eligibility - all candidates  

1. Meet the minimum experience and training required for the job: Six months as a Clerk Typist 1 and educational 
development to the level of eighth grade; OR Completion of high school business curriculum which included at 
least one typing course; OR Any combination of equivalent experience and training.  

2. Be a resident of Pennsylvania.  

http://jobnetadmin.scsc.state.pa.us/email.asp


3. Be eligible for selection in accordance with Civil Service rules.  

How to apply - all candidates:  

The following materials must be mailed and postmarked on or before Thursday, June 16, 2016:  

1. Completed Civil Service Application (0.40 MB)  
2. Most Recent Employee Performance Review  
3. Submit a request for consideration in the form of a memorandum, letter, or bid form which must be accompanied 

by a resume that reflects work history and education. 

If interested in applying by mail, please send above specified materials to:  
 
        CONTACT PERSON: Theresa Ford  
        ADDRESS: 3101 N. Front Street  
        Harrisburg, PA 17110  
        TELEPHONE: 717-265-8469  
        EMAIL: theford@pa.gov  

 

 
The Commonwealth of Pennsylvania is an equal opportunity employer.  

 

http://www.scsc.pa.gov/Job-Seekers/Documents/scsc1.pdf

