[image: image5.jpg]



STATE OF CALIFORNIA



DEPARTMENT OF RESOURCES RECYCLING AND RECOVERY
SUPPLEMENTAL APPLICATION EXAMINATION

RECYCLING SPECIALIST I
QUESTIONNAIRE
(Established July 2012)
►►►►►  DO NOT REMOVE THIS COVER SHEET FROM BOOKLET  ◄◄◄◄◄
If you were dismissed and do not have permission from the State Personnel Board to take this examination, STOP HERE!!
RULE 211: Provides that a dismissed State employee may only participate in State civil service examinations if she/he has obtained prior consent from the State Personnel Board.
►►►►►  DO NOT FOLD THIS APPLICATION  ◄◄◄◄◄
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STATE OF CALIFORNIA



DEPARTMENT OF RESOURCES RECYCLING AND RECOVERY
SECTION I

INTRODUCTION

The Department of Resources Recycling and Recovery’s Recycling Specialist I examination consists entirely of a Training and Experience Examination that will be used to evaluate your education, training, experience and familiarity with or understanding of a particular subject or task.  Candidates who meet the minimum qualifications as listed in the examination bulletin may take this examination.  Meeting the minimum qualifications does not assure you a place on the eligible list.

All competitors who are successful in this examination will be eligible to be considered for a job opening with the Department of Resources Recycling and Recovery.  The eligible list consists of ranks and the candidate’s eligibility will be effective for 12 months.  Please be aware that placement on the eligibility list does not guarantee that you will be selected for a job opening.

The information you provide will be verified prior to employment.  Please attach a copy of your Bachelor’s Degree with this Supplemental Application.  Applicants successful in this examination will be required to provide to the Human Resources Office documentation of all education (a diploma verifying your major field of study) and other documentation necessary to verify your responses.  Providing false information on a State examination is a violation of State law, and could result in an individual being removed from an employment list and banned from future employment with the State.

Veterans Preference Points:  California law allows granting of Veterans Preference points in open entrance examinations and open, non-promotional exams.  Credit in open entrance examinations is granted as follows:  10 points for veterans, widows and widowers of veterans and spouses of 100%-disabled veterans; and 15 points for disabled veterans.  Credit in open, non-promotional examinations is granted as follows:  10 points for veterans; and 15 points for disabled veterans.  You may obtain a Veteran’s Preference Eligibility form by accessing the State Personnel Board’s website at http://jobs.ca.gov/Job/VeteransInformation.

Contact Information – You are responsible for keeping your contact information up to date.  If you need to update your e-mail address, mailing address, phone number or other contact information, you may do so by logging onto SPB’s Jobs site at http://jobs.ca.gov, go to the Current Employment Opportunities page, and click on the “Update My Contact Info” button located under My Profile.

PLEASE READ THE INFORMATION LISTED BELOW VERY CAREFULLY

The information that you provide will be verified prior to employment.  Providing false information on this Supplemental Application could result in a candidate being removed from future employment opportunities with the Department of Resources Recycling and Recovery.  Candidates successful in this examination and called for a hiring interview will be required to bring documentation of all experience/education claimed on the examination questions.

· Do not attach a resume or other materials.  Additional materials will not be evaluated.

· Do not refer to any other document or source.  Answer all questions as requested.

· By completing all parts of the Supplemental Application thoroughly, you will be assured of a fair rating of your qualifications.

· If you have any questions, call the Examination Unit at (916) 324-8851.

The Supplemental Application is a mandatory part of the examination process.  The completed Supplemental Application must be postmarked by the U.S. Postal Service or hand delivered to the address stated below no later than the cutoff date posted on the exam bulletin in order to compete in the current administration of the exam.  Failure to return the completed Supplemental Application will eliminate you from this examination.  When completed, be sure to retain a copy of this Supplemental Application for your records.

	By Mail:

Department of Resources Recycling and Recovery ATTN:   Examination Unit, MS19A
P.O. Box 4025

Sacramento, CA 95812-4025
	In Person:

Department of Resources Recycling and Recovery
ATTN:  Examination Unit

1001 I Street, Floor 19-05
Sacramento, CA 95814-4025


STATEMENT OF UNDERSTANDING FOR CANDIDATES

Government Code Section 19680 through 19680 requires that all State civil service examinations be confidential and impartial.  As a participant, I hereby certify that I will maintain the confidentiality of this examination and that all the statements I make in this application are true.  I understand that my responses are subject to verification at anytime; and, if I misrepresent myself (knowledge, skills, abilities, and experience); this is cause for any applicable adverse consequence (e.g., removal from the exam process, removal from the certification list; loss of state employment; and/or, loss of the right to complete in future examinations).

HOW DID YOU LEARN OF THE RECYCLING SPECIALIST I EXAMINATION?

 FORMCHECKBOX 
  CAREER FAIR






 FORMCHECKBOX 
  INTERNET

SCHOOL ______________________




 FORMCHECKBOX 
  CalRecycle (www.calrecycle.ca.gov) 

 FORMCHECKBOX 
  Monster.com

 FORMCHECKBOX 
  PRINTED PUBLICATION






 FORMCHECKBOX 
  MonsterTrak.com


TITLE ________________________




 FORMCHECKBOX 
  State Personnel Board Website (www.spb.ca.gov)

 FORMCHECKBOX 
  WORD OF MOUTH





 FORMCHECKBOX 
  OTHER_______________________________
Additional Comments:_____________________________________________________________________________________________

__________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________
RECYCLING SPECIALIST I
SUPPLEMENTAL APPLICATION AND EXAMINATION

Thank you for your interest in California State civil service employment.  The State of California is an Equal Employment Opportunity Employer.  The Recycling Specialist I examination will consist of a supplemental application/examination that will be used to evaluate your knowledge, experience, education, training, familiarity, or understanding of a particular subject or issue.

This examination will consist of a supplemental application and will be weighted 100%.  In order to obtain a position on the eligible list, a minimum score of 70 must be attained.  It is important that you fill the examination out completely and accurately.  YOUR RESPONSES ARE SUBJECT TO VERIFICATION.

.

	LAST NAME:
	
	First Name:
	
	MI
	

	
	PLEASE PRINT
	
	PLEASE PRINT
	
	

	STREET ADDRESS
	
	
	
	
	

	CITY:
	
	STATE:
	
	ZIP CODE:
	

	HOME PHONE:
	(         ) 
	
	
	

	SOCIAL SECURITY #:
	
	
	
	
	
	


(Providing your Social Security Account Number is voluntary in accordance with the Federal privacy act of 1974 (PL-93-579).  In this exam, your Social Security Number is required to process applications for Veteran’s Preference Points, check for eligibility to retake the examination and verify statements regarding prior employment.  Your Social Security Number is used as your identification number for all exams.  Failure to provide your SSN could results in substantial delays in establishing your eligibility for employment.)

This question applies to individuals who have been previous State of California employees.  Rule 211 provides that a DISMISSED State employee (an employee who previously worked for the State of California and was dismissed) may only participate in State Civil Service examinations if he or she obtained prior consent from the State Personnel Board.  If this pertains to you, do you have written permission from the State Personnel Board Executive Officer to take this examination?

 FORMCHECKBOX 
   Yes   (Letter of permission must be attached)

 FORMCHECKBOX 
   No

 FORMCHECKBOX 
   Not Applicable

THIS AFFIRMATION MUST BE COMPLETED:

I hereby certify and understand that the information provided by me on this questionnaire is true and complete to the best of my knowledge and contains no willful misrepresentation or falsifications.  I understand that: (1) if it is discovered that I have made any false representations I will be removed from the list resulting and (2) I also understand that if I do not have legal minimum qualification for this class, I will be removed from the examination when this fact is determined.
	Signature: (REQUIRED)
	
	DATE:
	


RETURN ALL COMPLETED FORMS AND THE EXAMINATION TO:

	DEPARTMENT OF RESOURCES RECYCLING AND RECOVERY
ATTN:   Examination Unit, MS19A

P.O. Box 4025

Sacramento, CA 95812-4025



EXAMINATION/EMPLOYMENT INFORMATION

If you are successful in this examination, your name will be placed on an active employment list and certified to fill vacancies according to the conditions you specify on this form.  Please notify the Department of Resources Recycling and Recovery promptly of any change in your address or availability for employment.

NAME:   ________________________________________________________   

TYPE OF APPOINTMENT THAT YOU WILL ACCEPT (Mark Only One)

· A11
Permanent or Temporary – full-time, part time, or intermittent

· C55
Permanent or Temporary – full time only
· M44
Permanent or Temporary – part time or intermittent only
· D58
Permanent only – full time only
· K85
Temporary only – full time only
· R41
Permanent – part time or intermittent OR Temporary – full time, part time, or intermittent
PLEASE FILL IN LOCATION(S) IN WHICH YOU ARE WILLING TO WORK:

 FORMCHECKBOX 
  Statewide
 FORMCHECKBOX 
  Sacramento

 FORMCHECKBOX 
  Los Angeles
 FORMCHECKBOX 
  Riverside

 FORMCHECKBOX 
   Long Beach

VETERAN STATUS (Fill in if applicable)
 FORMCHECKBOX 
   Non-Veteran
 FORMCHECKBOX 
   Veteran
 FORMCHECKBOX 
   Disabled Veteran

HAVE YOU RECEIVED VERIFICATION OF YOUR ELIGIBILITY FOR VETERAN PREFERENCE POINTS FROM THE DEPARTMENT OF VETERANS AFFAIRS OR THE STATE PERSONNEL BOARD?   

 FORMCHECKBOX 
   YES
 FORMCHECKBOX 
   NO

STATEMENT OF UNDERSTANDING FOR CANDIDATES

Government Code Section 19680 through 19680 requires that all State civil service examinations be confidential and impartial.  As a participant, I hereby certify that I will maintain the confidentiality of this examination and that all the statements I make in this application are true.  I understand that my responses are subject to verification at any time; and, if I misrepresent myself (knowledge, skills, abilities, and experience), this is cause for any applicable adverse consequence (e.g., removal from the exam process, removal from the certification list; loss of state employment; and/or, loss of the right to complete in future examinations).

MINIMUM EDUCATION/EXPERIENCE REQUIREMENTS

	I.
	INDICATE DEGREE(S) OBTAINED FROM AN ACCREDITED COLLEGE/UNIVERSITY:

	 FORMCHECKBOX 

	Bachelor’s Degree
	Major:
	
	
	

	
	· Completed
	Graduation Date:
	
	
	

	
	· In Progress
	Anticipated Graduation Date:
	
	
	

	 FORMCHECKBOX 

	Master’s Degree
	Major:
	
	
	

	
	· Completed
	Graduation Date:
	
	
	

	
	· In Progress
	Anticipated Graduation Date:
	
	
	

	 FORMCHECKBOX 

	Doctorate Degree
	Major:
	
	
	

	
	· Completed
	Graduation Date:
	
	
	

	
	· In Progress
	Anticipated Graduation Date:
	
	
	

	
	
	
	
	
	


	LIST ANY ADDITIONAL DEGREES

	Major
	
	
	Major
	


	II.
	PLEASE IDENTIFY THE NAME AND LOCATION OF COLLEGE(S)/UNIVERSITIES YOU ATTENDED:

	 FORMCHECKBOX 

	Bachelor’s Degree was obtained at
	
	City
	
	State
	

	 FORMCHECKBOX 

	Master’s Degree was obtained at
	
	City
	
	State
	

	 FORMCHECKBOX 

	Doctorate Degree was obtained at
	
	City
	
	State
	


Please submit a copy of your Bachelor’s Degree with this Supplemental application

SPECIFIC RELATED EDUCATION/EXPERIENCE INFORMATION

	YOUR NAME:
	

	
	  (PLEASE PRINT)


MINIMUM QUALIFICATIONS
SECTION

You are required to complete the following section.  To continue with this examination you must meet the minimum requirements for the classification of the Recycling Specialist I detailed in the examination announcement.  
REQUIREMENTS FOR ADMITTANCE TO THE EXAMINATION

NOTE:  All applicants must meet the education 

Requirements prior to submitting this examination

Education:  Equivalent to graduation from a recognized college with any major but preferably with specialization in physical or natural sciences; environmental studies including ecology; resource management or conservation; economics; or a related field. (Additional qualifying experience in recycling and/or waste management, regulation, analysis, research; or resource recovery may be substituted for the required education on a year-for-year basis.) (Registration as a senior in recognized institution will admit applicants to the examination, but they must produce evidence of graduation or its equivalent before they can be considered eligible for appointment.)
OR
Experience:  Six months of experience in California state service performing recycling and/or waste management duties in a class with a level of responsibility equivalent to that of a Management Services Technician, Range B. and

Education:  12 semester units of college in the areas specified.

IMPORTANT INFORMATION FOR CANDIDATES

PLEASE ADHERE TO THE FOLLOWING:

· It is important to fill out the entire application in a clear and concise manner.  The Supplemental Application Examination must be printed and completed by hand using blue or black ink only.

FOR EXAMPLE:
Proper Marks

■ (  ( 

· When evaluating work experience (paid and/or voluntary), all part-time experience must be converted to full-time equivalency.

FOR EXAMPLE:
Employment for six months on a half-time basis equals three months of full-time employment (e.g., full-time employment is defined as 40 hours per week).
· The Supplemental Application questionnaire should not be folded when mailing.  (Candidates are responsible for providing adequate postage.)
FACSIMILES (FAXES) WILL NOT BE ACCEPTED UNDER ANY CIRCUMSTANCES!

Recycling Specialist I Supplemental Application Examination

Part 1:  Task Experience

Using the Experience Scale, indicate the amount of experience you have performing each of the following tasks by writing the corresponding letter from the scale in the box to the right of each statement.
	Experience Scale

A:   1 year or less experience performing this task.
B:   1 to 2 years of experience performing this task.
C:   2 to 3 years of experience performing this task. 

D:   3 to 4 years of experience performing this task. 
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E:   More than 4 years of experience performing this task. 


	Written Communication

	1. Using word processing software to prepare memos, correspondence, and other written documents.
	

	2. Writing technical reports documenting project and program assignments and activities such as program evaluation results, research findings, and progress reports.
	

	3. Using spreadsheet software to create, compile, compute, organize, and present data and statistics for use in reports and other tracking activities.
	

	4. Drafting, revising, or updating standard operating procedures, manuals, or other work reference materials to clarify procedures for staff or to document changes to procedures.
	

	5. Reading various documents and reference materials to ensure actions and decisions are in compliance with department or program policies and procedures.
	

	6. Using email applications to communicate and schedule meetings.
	

	7. Summarizing numerical data into graphs, tables and charts in order to effectively communicate the key points of the data.
	

	Verbal Communication

	8. Providing information or other assistance to customers, clients, or other external stakeholders regarding programs, services, or policies and procedures.
	

	9. Providing ongoing feedback to supervisor or management related to operational issues, potential system enhancements, workload, workflow, or staff training needs.
	

	Research and Analysis

	10. Gathering information from a variety of sources including internal databases, manuals, policy statements, operating procedures, memos, and various internet resources, including government/regulatory agency and commercial websites.
	

	11. Assessing the quality of information obtained through research by evaluating the reliability of the source and verifying facts using other sources.
	

	12. Applying laws, regulations, and policies, to specific issues or problems in order to determine the appropriate course of action.
	

	13. Evaluating information in various documents (e.g. letters, memos, forms, email, etc.) to identify the key issues and determine appropriate courses of action and/or resolution.
	

	14. Analyzing and interpreting data and information obtained through the research process to reach logical conclusions.
	

	15. Analyzing problems and evaluating the costs and benefits of various courses of action in order to devise the most appropriate solutions.
	

	Computation

	16. Performing basic mathematical computations (addition, subtraction, multiplication, division) to analyze, process, summarize, verify, or present numerical data.
	

	17. Performing basic statistical analyses such as those related to descriptive statistics (mean, median, range, standard deviation, etc.) to analyze, process, summarize, verify, or present numerical data.
	


Part 2:  Knowledge, Skills, and Abilities (KSAs)
Using the KSA Scale, indicate the amount of each KSA you possess by writing the corresponding letter from the scale in the box to the right of each statement.

	KSA Scale

A:   I possess none or a very limited amount of this knowledge, skill, or ability
B:   I possess this knowledge, skill, or ability, but have not applied it in a job setting
C:   I have applied this knowledge, skill, or ability to perform tasks under close supervision or assisting others
D:   I have applied this knowledge, skill, or ability to perform tasks independently
E:   I have applied this knowledge, skill, or ability in a lead role or to train or provide consultation to others


	Written Communication

	18. Knowledge of the English language, including grammar, syntax, punctuation, and spelling, to create documents that are clear, professional, and easily understood by the reader.
	

	19. Skill to compose a variety of documents that convey information accurately, clearly, and professionally using proper grammar, punctuation, and sentence structure.
	

	20. Skill to read and comprehend material of a complex technical or scientific nature.
	

	Research and Analysis

	21. Skill to conduct research, including identifying and using appropriate sources, evaluating the quality of information, and compiling and summarizing information. 
	

	Computer Skills

	22. Knowledge of basic computer programs (e.g., Word, Excel, Outlook) in order to create documents, send/receive email, analyze data, etc.
	

	23. Skill to use word processing software to prepare reports, memos, correspondence, and other job-related documents and materials.
	

	24. Skill to use computer software to create tables, charts, and graphs to present numerical data. 
	

	25. Skill to use the internet to conduct on-line research and obtain information related to laws, regulations, policies, procedures, and resources to complete program or project activities.
	



	THIS CONCLUDES THE SUPPLEMENTAL APPLICATION EXAMINATION PROCESS!
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	RETURN THE COMPETED SUPPLEMENTAL APPLICATION IN A 9 X 12 ENVELOPE. (REMEMBER TO PROVIDE ADEQUATE POSTAGE)
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	RESULTS WILL BE MAILED IN APPROXIMATELY 8-12 WEEKS FROM THE DATE YOU SUBMIT THE QUESTIONNAIRE.
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