Name – Interview Letter - Enclosures
  September 26, 2008
«First_Name» «Last_Name»
«Address_Line_1»
«City», «State» «ZIP_Code»
 Dear Applicant:

Your name has been submitted to us by the Office of Personnel Services and Benefits for the

classification described below:

Title:

Office Secretary III
Salary Range:
$28,434 - $44,520 (Salary rules in effect for current State employees and reinstatements

Location:
Maryland State Police Waterloo Barrack, 7777 Washington Blvd., Jessup, Howard County, MD 20794
Contact:
Mr. Michael Smith at 410-653-4329 no later than close of business on Wednesday, October 15, 2008. You will be contacted to schedule an interview after the closing date.
Enclosed you will find a Maryland State Application (MS100), MS100 Addendum, Truthfulness Statement, and Authorization for Release of Information form. Please note, the Truthfulness Statement and Authorization for Release of Information form must be notarized prior to your interview. A copy of the Essential Job Functions, which must be performed in order to accomplish the main purpose of the position, will be available at the time of the interview.

Interviews will be conducted at the Maryland State Police Waterloo Barrack, Jessup, Maryland.  Please bring this notice, completed MS100, completed MS100 Addendum, Truthfulness Statement (signed and notarized), Authorization for Release of Information form (signed and notarized), and your high school diploma/G.E.D. with you at the time of interview.   APPROPRIATE AUXILIARY AIDS AND SERVICES FOR QUALIFIED INDIVIDUALS WITH DISABILITIES WILL BE PROVIDED UPON REQUEST.  PLEASE CALL 410-653-4349 OR 410-486-0677 (TTY/TT).
 
Should you become a final candidate for this position, you will be required to provide proof of

your minimum qualifications for the above referenced classification.  Additionally, as a result of the

Governor's Substance Abuse Policy, applicants for sensitive positions or sensitive classifications may

be subject to drug testing at any time during the recruitment/selection process.  Should applicants test

positive, they will be disqualified from the position and notified of the appropriate appeal route.

If you are not interested in the position, please complete the second page of this letter and return it, via mail or fax number 410-653-4341 to Mr. Smith’s attention. Failure to do so, may cause the Secretary of the Department of Budget and Management to remove your name from the active eligible list.

Donald G. Lewis
Director
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