What is ENOTIFY?

The eNotify system allows an individual to enter their
email) when vacancies for specific classes are added

email address to be notified (via
to the State’s Virtual Position

(VPOS) listing, which is a web-based vacant positions database.

Step-by-Step instructions to access the State of California’s Human Resources

Department VPOS and eNotify online system:

1. Access Jobs Link @ https://jobs.ca.gov/.

2. The “Home” page will appear

)| @ https://jobs.ca.gov/
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Establish eligibility by passing the
exam specified by the bulletin.
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Once eligibility has been established,
search and apply for a job vacancy.

2
TO

Search Exams and Job Vacancies

these openings, navigste to the bottom of the page under Other Employment Opportunities.
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3. Type in the classification name in the “Job Title” box.

Search Exams and Job Vacancies

‘Search fasture does not include CEA/Exempt, Refired Annuitant positions, or all Student vacancies. For
" Py Other

Job Title:

Office Technician ‘
v

Show All | Posts This Week | Posts This Month



https://jobs.ca.gov/

Click the down arrow in the “Department” box and choose a specific State of

California Department from the list or leave blank. If left blank, all vacancies

within the job classification listed in step 3 for all State Departments will appear.
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Search Exams and Job Vacancies

Search festure does not include CEA/Exempt, Refired Annuitsnt positions, or ail Student vacancies. For
these openings, navigate to the bottom of the page under Other Employment Opportunities.
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Select the “Search Button”.

Search Exams and Job Vacancies

‘Search feature does not include CEA/Exempt, Retired Annuitant positions, or sll Student vacancies. For
these openings. navigste to the bottom of the psge under Other Employment Opportunities.

Job Title:

|Ofﬂce Technician

Department:
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The “Exams & Job Vacancies Search Results” page will appear with a listing of

the current vacancies in the classification and or department requested.
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Below is the list of current examinations and Job vacancies matching your submitted criteria

To view the listing of Exams or Job Vacancies for a classification, click on the number in the corresponding column.

Displaying 1- 7 of 7 records

Job Title |[Exams |Job

EXECUTIVE SECRETARY | 1 Vallancy

LIMITED EXAMINATION AND APPOINTMENT PROGRAM (LEAP) 2 Bulletins

MANAGEMENT SERVICES TECHNICIAN 2 Vallancies

OFFICE ASSISTANT (TYPING) 18 Vjjcancies

OFFICE TECHNICIAN (GENERAL) 1 Bulletin 23 fcancies

(OFFICE TECHNICIAN (TYPING) 1 Bulletin 250 Jacancies

SENIOR LEGAL TYPIST

2 Vaancies
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7. Select the hyperlink in the “Job Vacancies” section of the result, and all current

job vacancies within that classification will appear.
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Exams & Job Vacancies Search Results

Below is the list of current examinations and Job vacancies matching your submitted criteria.

To view the listing of Exams or Job Vacancies for a classification, click on the number in the corresponding column.

Displaying 1- 7 of 7 records

Job Title Exams Job
EXECUTIVE SECRETARY | 1 Vacancy
LIMITED EXAMINATION AND APPOINTMENT PROGRAM (LEAP) 2 Bulletins

|MANAGEMENT SERVICES TECHNICIAN 2 Vacancies
OFFICE ASSISTANT (TYPING) 18 Vacancies
OFFICE TECHNICIAN (GENERAL) 1 Bulletin 23 Vacancies
OFFICE TECHNICIAN (TYPING) 1 Bulletin 250 Vacancies
SENIOR LEGAL TYPIST
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Job Vacancy Search Results

Below is the list of current Job Vacancies matching your submitted criteria.

Click on the corresponding Job Title to view the Job Vacancy information for specific vacancy.
Results 18 Vacancy(s)
New Search

Job Title Approximate Job Type Department and Location Posted | Deadline

Salary

QFFICE TECHNICIAN |52,740.00-83,429.00|Full Time EDUCATION, DEPARTMENT OF Sacramento, SACRAMENTO 12/03/14[12117/2014
(TYPING) Permanent
OFFICE TECHNICIAN |$2,740.00-§3,429.00|Full Time [AIR RESOURCES BOARD, STATE Sacramenio, SACRAMENTO 12/02/14[12/15/2014
(TYPING) Permanent
OFFICE TECHNICIAN |$2,740.00-§3,429.00|Full Time EDUCATION, DEPARTMENT OF Sacramento, SACRAMENTO 11/26/14|12/10/2014
(TYPING) Permanent
OFFICE TECHNICIAN |$15.50-519.40 Intermittent 1500 [AIR RESOURCES BOARD, STATE Sacramento, SACRAMENTO 11/26/14|Until Filled
(TYPING) per year
OQFFICE TECHNICIAN |52,740.00-83,429.00|Full Time INDUSTRIAL RELATIONS, DEPARTMENT OF Santa Ana - PAR, ORANGE 11/25/14[12/11/2014
(TYPING) Permanent
OFFICE TECHNICIAN |52,740.00-83,429.00|Full Time INDUSTRIAL RELATIONS, DEPARTMENT OF Oakland, ALAMEDA 11/21/1412/09/2014]
(TYPING) Permanent
OFFICE TECHNICIAN |$2,740.00-§3,429.00|Full Time INDUSTRIAL RELATIONS, DEPARTMENT OF San Francisco, SAN 11421/14|12/09/2014
(TYPING) Permanent FRANCISCO
OFFICE TECHNICIAN |$2,740.00-§3,429.00|Full Time JUSTICE, DEPARTMENT OF BFS/CVL, SAN JOAQUIN 11/2114[12/1212014
(TYPING) Permanent
OFFICE TECHNICIAN |$2,740.00-83 429.00|Full Time INDUSTRIAL RELATIONS, DEPARTMENT OF San Francisco, SAN 11421/14|12/09/2014
(TYPING) Permanent FRANCISCO
OFFICE TECHNICIAN |52,740.00-83,429.00|Full Time INDUSTRIAL RELATIONS, DEPARTMENT OF San Francisco, SAN 11/21/1412/09/2014]
(TYPING) Permanent FRANCISCO
OFFICE TECHNICIAN |52,740.00-83,429.00|Part Time 20 INDUSTRIAL RELATIONS, DEPARTMENT OF San Jose, SANTA CLARA 11/20/14[12/08/2014
TYPING hours
OFFICE TECHNICIAN [$2,740.00-53,429.00|Full Time INDUSTRIAL RELATIONS, DEPARTMENT OF Foster City, SAN MATEO 11/20/1412/08/2014]
(TYPING) Permanent
OFFICE TECHNICIAN |$2,740.00-§3,429.00|Full Time JUSTICE, DEPARTMENT OF DLE/BFS/RL/RIVERSIDE, RIVERSIDE 1114/14|12/05/2014
(TYPING) Permanent
OFFICE TECHNICIAN |52,740.00-83,429.00|Full Time 'CORRECTIONS AND REHABILITATION, CORRECTIONAL TRAINING 11/05/14|11/20/2015)
(TYPING) Permanent FACILITY Comectional Training Facility, MONTEREY




8. Click on any job title hyperlink in the left column and the VPOS Advertisement

will appear. This is the job announcement that will list a brief description of the

job and instructions on how and where to apply. If interested, follow all directions

on this job announcement bulletin.
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Job Vacancy Search Results

Below is the list of current Job Vacancies matching your submitted criteria.

IcK on the @orresponding Job Title to view the Job Vacancy information for specific vacancy.
Results 18 Vacanc§s)
New Search
Job Title Approximate Job Type Department and Location Posted | Deadline
Salary
OFFICE TECHNICI@N |52,740.00-53,429.00|Full Time EDUCATION, DEPARTMENT OF Sacramento, SACRAMENTO 12/03M141217/2014
(TYPING) Permanent
OFFICE TECHNICIgN |$2,740.00-53,429.00|Full Time AlR RESOURCES BOARD, STATE Sacramento, SACRAMENTO 12/02/14[12/15/2014
(TYPING) Permanent
OFFICE TECHNICI@N |52,740.00-53,429.00|Full Time EDUCATION, DEPARTMENT OF Sacramento, SACRAMENTO 11/26/14)12110/2014
(TYPING) Permanent
OFFICE TECHNICIgN |515.50-§19.40 Intermittent 1500 |AIR RESOURCES BOARD. STATE Sacramento, SACRAMENTO 11/26/14|Until Filled
(TYPING) per year
OFFICE TECHNICIgN |$2,740.00-53,429.00|Full Time INDUSTRIAL RELATIONS, DEPARTMENT OF Santa Ana - PAR, ORANGE 11/25M14[12/11/2014
(TYPING) Permanent
OFFICE TECHNICIgN |$2,740.00-53,429.00|Full Time INDUSTRIAL RELATIONS, DEFARTMENT OF Oakland, ALAMEDA 11/21/14|12/09/2014
(TYPING) Permanent
OFFICE TECHNICIgN |$2,740.00-53,429.00|Full Time INDUSTRIAL RELATIONS, DEPARTMENT OF San Francisco, SAN 11/211412/09/2014
(TYPING) Permanent FRANCISCO
OFFICE TECHNICI@N |52,740.00-53,429.00|Full Time JUSTICE, DEFARTMENT OF BFS/CVL, SAN JOAQUIN 11/21141212/2014
(TYPING) Permanent
OFFICE TECHNICIgN |$2,740.00-53,429.00|Full Time INDUSTRIAL RELATIONS, DEPARTMENT OF San Francisco, SAN 11/211412/09/2014
(TYPING) Permanent FRANCISCO
OFFICE TECHNICIgN |$2,740.00-53,429.00|Full Time INDUSTRIAL RELATIONS, DEPARTMENT OF San Francisco, SAN 11/21/1412/09/2014
(TYPING) Permanent FRANCISCO
OFFICE TECHNICIgN |$2,740.00-53,429.00|Part Time 20 INDUSTRIAL RELATIONS, DEFARTMENT OF San Jose, SANTA CLARA 11/20/14|12/08/2014
(TYPING) hours
OFFICE TECHNICIgN |$2,740.00-53,429.00|Full Time INDUSTRIAL RELATIONS, DEPARTMENT OF Foster City, SAN MATEO 11/20/14(12/08/2014
Permanent

OFFICE TECHNICIAN |$2,740.00-53,429.00|Full Time JUSTICE, DEPARTMENT OF DLE/EFS/RL/RIVERSIDE, RIVERSIDE 11/14/14)|12/05/2014
(TYPING) Permanent
OFFICE TECHNICIAN |$2,740.00-53,429.00|Full Time CORRECTIONS AND REHABILITATION, CORRECTIONAL TRAINING 11/05/14(11/20/2015
(TYPING) Permanent FACILITY Correctional Training Facility, MONTEREY




9. This is the page that you can elect to “eNotify” yourself on any upcoming
vacancies that you are interested in. Enter your email address in the space
provided and click on the “eNotify Me” (top right corner of the page). If you are
new to the eNotify system, you can sign up through the link below. An email with
a link to validate your email to receive vacancy notices will be sent to you. You
must complete this process to receive the notices.

a. To access or remove your current eNotify settings go to the following link:

http://jobs.spb.ca.gov/wvpos/my enotify.cfm. You will be limited to 5

notification subscriptions per email address. Remember, you must have

eligibility before you can be considered for a vacancy.
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AIR RESOURCES BOARD, STATE

Title: OFFICE TECHNICIAN (TYPING)
Salary: $2,740.00 - $3,429.00
Posted: 12/02/2014

Job Description:

DUTIES:

‘We are looking for an Office Technician (T) with a high degree of initiative, independence and originality to provide
organizational, logistical and administrative support for the Project Assessment Branch. The selected candidate will
also provide backup support for the Division Office and other branches, as needed. Other programs supporied may
include climate change, fuels, freight transport, air toxics, incentives, and similar subject areas. Duties will include
daily engagement with program and other support staff on a wide variety of tasks including: scheduling meetings
and workshops, electronic calendars, making travel arr
formatting and proofreading drafts and final copies of letters, memos, and reports, and organizing, creating and
tracking a large volume of assignments. In addition, other duties will include organizing and maintaining paper and
electronic files, screening and referring incoming calls from the public and other agencies, distributing mail and
mailing out correspondence, ordering and maintaining supplies, scanning documents and making copies,
monitoring copier and printer function, preparing other administrative forms and reports, and other duties as
reguired

DESIRABLE QUALIFICATIONS:

The most competitive candidates will possess high levels of organizational skills, a demonstrated ability to
communicate effectively and follow oral and written directions, and an interest in assuming increasing levels of
responsibility. In addition, the most competitive candidates will have the ability and motivation to consistently
produce work with a high degree of accuracy, including demonsirated proficiency in the areas of spelling, grammar,
and punctuation. The ability to reliably follow through on written and verbal instructions is essential. Due to the
multi-faceted nature of the work of the Branch and Division, the successful candidate will have the ability fo work
both independently and as an effective team member, meet deadlines under pressure, and respond to changing
priorities. A friendly, cooperative, professional atfitude within ARB and the skills to tactfully deal with the public are
essential. Knowledge of modern office methods, equipment, and procedures, and working knowledge of Microsoft
Office programs, especially Word and Access. Ability to: read and write English at a level required for successful
job performance, including detailed proofing of written products for grammatical, spelling, and formatting errors,
perform clerical and technical work, follow directions, evaluate situations accurately, and take efiective action, learn
and apply laws, rules, regulations, procedures, and policies, make arithmetic calculations with speed and accuracy,
meet and deal tactiully with the public and co-workers, face-fo-face, by telephone, and by email. The candidate
should have a history of courteous conduct in the workplace, including dealing with challenging stakeholders and

ts and preparing fravel expense claims,

Enter your email addrg
to be notified when ng
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(TYPING) vacancies e

Start A New Search

View in Printer
Friendly Format

Notice: If you are nota
current or former State
employee, you must first
take an examination to
obtain list eligibility. This
does not apply to Student
Asgistant vacancies
Leam all about it.

The State of California is
an equal opportunity
employer to all, regardless
of age, ancestry, color,
disability (mental and
physical), exercising the
right to family care and
medical leave, gender,
gender expression,
gender identity, genetic
information, marital status,
medical condition, military
or veteran status, national
origin, political affiliation
race, religious creed, sex
{includes pregnancy,
childbirth, breastfeeding
and related medical
conditions), and sexual
orientation.
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