Child Support Services Department
Training and Experience (T&E) Questionnaire
Of Candidates for the Positions of

Graphic Artist: Examination Number N7959-02
Name:  






Employee ID# 




Current Work Section:  











GENERAL INSTRUCTIONS

This self-report worksheet is to be completed by all applicants for the Graphic Artist examination.  This worksheet requires you to document specific training, certifications, education, and work experience that pertain to the competencies identified as important to successful performance of the job duties of a Graphic Artist. The information you provide will be scored on a point system that reflects the relative importance of each item to the performance of the work of the classification.

It is your sole responsibility to complete this questionnaire completely, correctly, and accurately.  Making false statements on this form may cause you to be disqualified from this examination. 

Scoring

The maximum number of points that may be awarded on your Evaluation of Training & Experience is 100. You will receive points for training, certifications, education and specific work experience (i.e., pertinent work activities) that have been linked to one’s ability to successfully perform the duties of a Graphic Artist.  
In order to receive credit, you must provide all required information and supporting documentation (e.g., diploma, certificates, official college transcripts, duty assignment and supervisor contact information, work samples, etc.) as identified in the instructions for each section. Vague, illegible, or incomplete entries will also not be awarded credit.  
Employment Experience

It is your responsibility to provide verifiable documentation or contact information from any agency or organization that supports the work experience you described in this questionnaire.  The source of information must be from the organization’s personnel officer, his/her designee or your previous immediate supervisor for the work you described with an active member’s phone number for validation. All documentation for employment verification must be on the organization’s letterhead.
Supporting Documentation

The documents you provide in support of the training, formal education and certification claimed must match the information contained in your personnel record. Copies of certificates of completion for classes claimed such as grade reports, transcripts, or other proof may also be considered.) You must submit a copy of an official transcript from the institution that conferred the degree to receive credit for an academic degree. 

Begin Recording Your training, certifications, and education on the Next Page
PART 1

Minimum Requirements
In Part 1 of the Evaluation of Training & Experience, indicate which Training and Experience you have completed/obtained.    

Training and Experience:

Three years commercial art experience in the preparation and production of manual and graphic art presentations.  One year’s training in commercial art including coursework in graphic art procedures, layout and lettering, artwork preparation, graphic design, illustration, spot illustration, advertising design, typography, commercial design, drawing logic and color theory may be substituted for each year of the required experience to a maximum of two years.
□ Yes or □ No
PART 2
Training and Experience Beyond Minimum Requirements
In Part 2 of the Evaluation of Training & Experience, you will indicate which of the specified formal education and work experience you have completed.  This section IS NOT intended to include informal on-the-job training or self-study.  
A. Graphic Design Specialized Formal Education 
Complete the following chart by placing an “X” next to the degree and the major described in the 1st column on the left side of the chart, provide the name of the institution who conferred the degree, and attach a copy of the diploma or transcripts, certificates and licenses or diploma /transcript associated with the degree you marked “x.” 
	Degrees and Specialization 
	x
	University

	Bachelor's degree or higher (i.e., Masters or Doctorate) from an accredited* college or university in Graphic Design. 
	
	

	Associates’ degree from an accredited* college or university in Graphic Design. 
	
	

	High School/Trade School diploma/certification in Graphic Design.
	
	


B. Full-Time Work Experience (i.e., Full time work is at least 40 hours a week) – Must be Full-Time Work Experience, at the level of Graphic Artist, responsible for the Graphic Artist duties identified in Attachment A (see Attachment A for Graphic Artist duties).  
Instructions: Describe below your work experiences performing the duties identified in Attachment A.

	Duty

	Please Describe Your Scope of Responsibilities
	Employment Period
	Employer Contact Information

	
	
	Start Date: 
	Name of Supervisor: 

Title of Supervisor:   

Phone No.:

E-mail Address:



	
	
	End Date:
	

	
	
	Start Date: 
	Name of Supervisor: 

Title of Supervisor:   

Phone No.:

E-mail Address:



	
	
	End Date:
	

	
	
	Start Date: 
	Name of Supervisor: 

Title of Supervisor:   

Phone No.:

E-mail Address:



	
	
	End Date:
	

	
	
	Start Date: 
	Name of Supervisor: 

Title of Supervisor:   

Phone No.:

E-mail Address:

	
	
	End Date:
	

	
	
	Start Date: 


	Name of Supervisor: 

Title of Supervisor:   

Phone No.:

E-mail Address:



	
	
	End Date:
	

	
	
	Start Date: 


	Name of Supervisor: 

Title of Supervisor:   

Phone No.:

E-mail Address:

	
	
	End Date:
	

	
	
	Start Date: 


	Name of Supervisor: 

Title of Supervisor:   

Phone No.:

E-mail Address:

	
	
	End Date:
	



 Only choose from the Graphic Artist Duties identified on “Attachment A
	Duty

	Please Describe Your Scope of Responsibilities
	Employment Period
	Employer Contact Information

	
	
	Start Date: 
	Name of Supervisor: 

Title of Supervisor:   

Phone No.:

E-mail Address:



	
	
	End Date:
	

	
	
	Start Date: 
	Name of Supervisor: 

Title of Supervisor:   

Phone No.:

E-mail Address:



	
	
	End Date:
	

	
	
	Start Date: 
	Name of Supervisor: 

Title of Supervisor:   

Phone No.:

E-mail Address:



	
	
	End Date:
	

	
	
	Start Date: 
	Name of Supervisor: 

Title of Supervisor:   

Phone No.:

E-mail Address:

	
	
	End Date:
	

	
	
	Start Date: 


	Name of Supervisor: 

Title of Supervisor:   

Phone No.:

E-mail Address:



	
	
	End Date:
	

	
	
	Start Date: 


	Name of Supervisor: 

Title of Supervisor:   

Phone No.:

E-mail Address:

	
	
	End Date:
	

	
	
	Start Date: 


	Name of Supervisor: 

Title of Supervisor:   

Phone No.:

E-mail Address:

	
	
	End Date:
	


2 Only choose from the Graphic Artist Duties identified on “Attachment A”.
Part 3
Training & Experiences 
Beyond 
Minimum Requirements
In Part 3 of the Evaluation of Training & Experience, you will indicate the formal software training (i.e., any formal classes or formal training) you have completed. Formal software training is any training where you: 1) are in a formal learning setting (i.e., you enrolled in a class, course, etc.), 2) were taught by an instructor/trainer, and 3) received a certificate indicating you completed the class/course.  Informal software experience is anything that is not formal software training.  This section IS NOT intended to include informal on-the-job training or self-study.
Formal Software Training
a) Formal Graphic Design Software Training, including but not limited to, Adobe Acrobat, InDesign, QuarkXPress, Adobe Illustrator, Adobe Photoshop, and other Freehand and design software.
Formal software training must be completed within the last 8 years.  Please provide the information indicated by each Column Heading in the designated area, and attach a copy of the corresponding documentation. 
	Graphic Design Software
	 Training Location
	Date

	
	
	

	
	
	

	
	
	

	
	
	


b) Formal Graphic Video Editing Software Training (e.g., Final Cut, Adobe-After Effects, etc.)
Formal software training must be completed within the last 8 years.  Please provide the information indicated by each Column Heading in the designated area, and attach a copy of the corresponding documentation. 
	Graphic Video Editing Software
	 Training Location
	Date

	
	
	

	
	
	

	
	
	

	
	
	


c) Formal Animation Software Training (e.g., Maya, Cinema 4D, etc.)
Formal software training must be completed within the last 8 years.  Please provide the information indicated by each Column Heading in the designated area, and attach a copy of the corresponding documentation. 
	Animation Software
	 Training Location
	Date

	
	
	

	
	
	

	
	
	

	
	
	


Attachment A - Graphic Artist Duty List 

Examination Number N7959-02

1. Prepares layouts of reports, booklets, pamphlets, flyers, posters, certificates, manuals, signs, scrolls, and various other production materials by using computers and publishing/editing software (i.e., Adobe, CorelDraw, InDesign, etc.), and a variety of freehand techniques in order to help organize Departmental media, and communication.

2. Produces a variety of freehand artwork such as drawings and sketches, illustrations, logos, buttons, banners, and background scenes for printed and digital projects media by creating the artwork by hand or by using computers and other design software in order to illustrate Departmental media and communications.

3. Designs and produces brochures, displays, signs, models, slides, charts, and posters using knowledge of design, typography, paper stock, electronic publishing, and printing processes and techniques in order to deliver information to members of the Department, and 3rd parties (i.e., members of the public, other public sector entities, and other County departments/divisions, etc.).

4. Produces certificates and documents by utilizing various graphic styles to be awarded in formal ceremonies to various entities (i.e., members of the public, private businesses, members of the County Department, etc.)

5. Develops and/or assists in the coordination, design, graphics, and digital photography/video editing of informational/educational materials by utilizing knowledge of production techniques and various styles of media in order to produce a variety of materials (i.e., video presentations, handouts, flyers, brochures, guidelines, etc.)  in various mediums.

6. Contacts private vendors and follows procurement procedures for the purpose of obtaining graphic art supplies, equipment, paper stock, type, and printing services in order to facilitate daily graphic division operations.

7. Obtains estimates of printing costs including prepress, press time, bindery, and mailing using knowledge of print production and materials to provide accurate cost estimates. 

8. Researches and recommends new materials and equipment including software programs, computer and display systems to stay up to date in graphic art technology to ensure the unit/department has the technology and resources necessary to produce high quality media.
Attachment A - Graphic Artist Duty List

       Examination Number N7959-02

9. Consults with clients requesting artwork by identifying clients’ preferences, and suggesting methods of design, production, and budgetary/time requirements in order to ensure timely delivery of accurate artwork.

10. Creates and coordinates the construction and installation of large indoor/outdoor, two/three dimensional displays by using various types of media (signs, posters, models, etc.) in order to meet the departmental graphic art needs.

11. Researches data utilizing various sources (i.e. personnel, internet, publications, handbooks, guidelines. etc.) to select a theme, create a design, and produce an effective graphic presentation of the data or subject to be publicized.

12. Manages projects to completion by maintaining schedules, negotiating edits, and working with consultants, managers, stakeholders, etc. in order to ensure timely project delivery.

� Only choose from the Graphic Artist Duties identified on “Attachment A”.


� Only choose from the Graphic Artist Duties identified on “Attachment A”.
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