 INTERMEDIATE BOARD SPECIALIST
SUPPLEMENTAL INFORMATION QUESTIONNAIRE
EXAM NUMBER 
H-1099-O
	Name:
	

	Social Security No.:
	


This Supplemental Information Questionnaire provides you the opportunity to fully and clearly explain your experience that has prepared you for the position of Intermediate Board Specialist.  The information provided will be used to determine the level and scope of your preparation for this position.  

Complete the Supplemental Information Questionnaire by responding to the questions listed below.  All of your responses should be typewritten or legibly printed on a separate sheet(s) of paper (8.5”X11”).  Be sure to include your name and social security number on each page.  Each response must include the name(s) and address(es) of your employer(s), your job title(s), beginning and ending dates, the functions performed, and your specific role in performing those functions.  Attach this completed form and your Supplemental Application Form responses to your completed standard Los Angeles County employment application.  Applications submitted without a completed and signed Supplemental Information Questionnaire will be considered incomplete and will not be accepted.  Furthermore, resumes and other unsolicited materials will not be accepted in lieu of these two documents.

Executive Office of the Board of Supervisors 
Human Resources: Examination & Recruitment
500 W. Temple Street, Suite 374
Los Angeles, CA 90012
Attention: Ester Bryant 
I. EXPERIENCE:  PLEASE RESPOND TO THE FOLLOWING QUESTIONS:
1. Describe your clerical experience working with an elected official.  Provided details of your assignment include dates, time frame and name and title of the elected official that you completed the assignment for.  
2. List the steps that you have taken in order to gather data to prepare reports, proofreading and/or editing confidential correspondence,  agenda entries,  minute entries, or statement of proceedings and legal notices for commissions and/or government agencies.  
	The information gathered
	Type of report
	Recipients

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3. Provide a detailed description of your clerical experience working as a liaison with a government agency or private sector agency.
4. List any computer software (such as Word, Excel, Access, Powerpoint, Outlook, or Visio) experience to prepare reports, letters, or correspondence to management.
	Type of Document
	Computer Software
	Recipient of the Document

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


I certify that all statements made on this supplemental information questionnaire are true and complete to the best of my knowledge.  I am aware that the information on this form is subject to verification.  I understand that any false statement(s) of material facts or omissions may subject me to disqualification or dismissal from County employment.
Signature 
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