SENIOR BOARD SPECIALIST

SUPPLEMENTAL APPLICATION FORM

EXAM NUMBER 
H-1100-Q
	Name:
	
	Social Security No.:
	



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

Complete the Supplemental Application Form by responding to the questions listed below.  Attach this completed form and your responses to your completed standard Los Angeles County employment application.  Applications submitted without a completed and signed Supplemental Application Form 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

500 W. Temple Street, Suite 374
Los Angeles, CA 90012
Attention: Human Resources Division 
PLEASE RESPOND TO THE FOLLOWING QUESTIONS:
1. Provide details of your employment experience researching and gathering information in order to verify information regarding complaints relating to County, State, Federal, or Government policy or law. List the sites referenced and the type of information researched, response supplied, and who the response was addressed to. Please respond to all questions, if a partial response is received response will be considered incomplete.
	Dates experience obtained 
	Sites Referenced
	Type of Response

e.g. memo, letter, report, spreadsheet
	Type of Information researched


	Recipient

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2. Describe your experience utilizing Microsoft Office Suites (e.g., Word, Excel, Access, Powerpoint, or Visio) to create letters, or correspondence to management. Describe the type of report, letter, or correspondence that was developed, using what system and to whom was the document provided?
	Type of Document
	Computer Software
	Recipient of the Document

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3. List and provide details of the type of reports you have prepared for an Elected Official. What type of information you provide, who were the recipients of the report? What were you attempting to accomplish/obtain with the reports?  (Memo or response to an email does not qualify as a report.)  Points will not be provided for incomplete responses. 
	Type of Report
e.g., Factual Finding Report, Reference Materials, Summary Report, or Conclusion Report
	Type of Information contained in report
	Recipients/ Elected Official name and Title
	Objective/Accomplishment

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4. Describe your experience in managing multiple tasks, changing priorities or assignments.  List the steps taken in order to meet deadlines.  Points will not be given if steps are not provided.
I certify that all statements made on this supplemental application form 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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