North Carolina State Board of Certified Public Accountant Examiners
1101 Oberlin Road, Suite 104 * PO Box 12827 ¢ Raleigh NC 27605
Phone (919) 733-4222 * Facsimile (919) 733-4209 « Web www.nccpaboard.gov

Professional Standards Assistant

The North Carolina State Board of Certified Public Accountant (CPA) Examiners is
seeking a Professional Standards Assistant. This individual will provide administrative
support to the Board’s Professional Standards section and Staff Attorney. Individual
should be self-motivated with strong time management and organizational skills.
Duties include, but are not limited to, communication and correspondence with
licensees and the public, licensee compliance matters, and other clerical functions. For
additional information, please review the attached job description. An employment
application is also attached.

An applicant must send his or her résumé, a completed application, salary requirement,
and three (3) professional or personal references to: Staff Attorney, North Carolina
State Board of CPA Examiners, PO Box 12827, Raleigh, NC 27605. The deadline for
submitting materials is September 19, 2016.

Required Qualifications

Applicants must display attention to detail and possess strong written and verbal
communication skills. They must be proficient with Microsoft Office products and
demonstrate sensitivity to working with confidential material. Position requires strong
critical thinking, sound judgment and decision making skills. The applicant must be
able to organize work efficiently and work well in a team environment.

Preferred Qualifications
Applicant demonstrates proficiency in Adobe Acrobat, possesses a two- or four-year

degree from an accredited college or university, and has familiarity with internet
searches.
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Must be able to perform sedentary work exerting up to 10 pounds of force occasionally
and/or a negligible amount of force frequently or constantly to lift, carry, push, pull, or otherwise
move objects. Work may require light lifting in reviewing and copying sections of telephone books,
exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or
a negligible amount of force constantly to move objects.

Must possess the visual acuity to prepare and analyze data and figures, operate a
typewriter or computer terminal, and determine the accuracy, neatness, and thoroughness of the
work assigned.

Desirable Educat | Exper

Graduation from high school and one year of experience as an office assistant, secretary,
or related position; or an equivalent combination of education and experience. Basic office
technology skills are required in word processing, computer operation, and the use of
standardized office equipment.
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Special Note: This description gives an overview of the job class, its essential job functions, and
recommended job requirements. However, for each individual position assigned to this class,
there is available a completed job questionnaire with a physical abilities checklist that can give
further details about that one specific position. Those documents should be reviewed before
initiating a selection process. They can provide additional detailed information on which to base
various personnel actions and can assist management in making legal and defensible personnel
decisions.



APPLICATION FOR EMPLOYMENT

{SSN Voluntary, for Record Keeping and Data Processing Only)

Date of Application

Social Security Number Last Name First Name Middle Name
Address (Street number and name) City County
State Zip Code Phone (Home or where you can be reached) Business Phone

If you are not available for work now, enter the earliest date you could begin work (mo/day/yr.),

Jobs Applied For

Enter below the specific title(s) of the job(s) for which you are applying.
1.

Referral Source

Please indicate your referral source:
If you were referred by the Employment Security Commission (Job Service) please indicate which local office:

Education

Circle highest grade completed: 1 2 3 4 56 78 9 10 11 12
Under $/Q Hrs., list the hours of credit received and if they were semester (S) or quarter (Q) hours.

GED College 1 2 3 4 Graduate School 1 2 3 4

Dates Attended (mo/yr) Type of Degree
Schools Name and Location From: To: Grad? | S/Q Hrs. | Major/Minor Course Work Received
YES
High School No O
College(s) YES O
University (s) NO O
Graduate or YES (1
Professional No (O
Other educational, YES [
vocational school,. NO O
intemshij
Special training programs and seminars you have completed in the last five years {list):
If the job(s) applied for calls for specific courses, indicate those courses taken and credits received:
Current professional status: (List fields of work for which you have been registered)
Registration: State: No.
Registration: Siate: No.

Membership in professional, honorary, or technical societies (list):

DO NOT COMPLETE THIS BLOCK

DEGREES AND PROFESSIONAL CREDENTIALS

[J Have been verified

O Wwill be verified within 90 days

Person Responsible:

Licenses and certifications (List, glving dates and sources of Issuance):

—————

SKILLS

CHECK the following skills, experiences, etc., which you have:

O Oriver's License

[0 Chauffeur's License

O Ssign Language

O Foreign language (specify)
[ Adding Machine/calculator
O Typing (specify WPM)

[0 shorthand/speedwriting (specify WPM)

goooono

Legal transcription
Medical transcription
Braille

Word Processing
Other

Have you ever been convicted of an offense against the law other than a minor traffic violation? (A conviction does not mean you cannot be hired. The offense and how
(If yes, explain fully on an additional sheet.)

recently you were convicted will be evaluated in relation to the job for which you are applying.)

a

YES

0 No




Current or Last Employer:

Address:

Job Title:

Supervisor's Name

Telephone Number

No. Supervised by you:

Date Employed (mo/yr)

Starting Salary

$ per

Ending or Current Salary

$ per

Reason for Leaving

May We Contact Employer
YEs O w~No(d

Date Separated (mo/yr)

Full Time Years Months

Part Time Years Months

if part time, number of hours
worked per week:

List major duties in order of their importance in the job:

Employer:

Address:

Job Title:

Supervisor's Name

Telephone Number

No. Supervised by you:

Date Employed (mof/yr)

Starting Salary

$ per

Ending or Current Salary

$ per

Reason for Leaving

Date Separated (mo/yr)

Full Time Years Months

Part Time Years Months

If part time, number of hours
worked per week:

List major duties in order of their importance in the job:

Employer:

Address:

Job Title:

Supervisor's Name

Telephone Number

No. Supervised by you:

Date Employed (mo/yr)

Starting Salary

$ per

Ending or Current Salary

$ per

Reason for Leaving

Date Separated (mo/yr)

Full Time Years Months

Part Time Years Months

If part time, number of hours
worked per week:

List major duties in order of their importance in the job:

| cerlify that 1 have given true, accurate and complete information on this form to the best of my knowledge. In the event confirmation is needed in connection with my
work, | authorize educational institutions, associations, registration and licensing boards, and others to fumnish whatever detail is available concerning my qualifications. |
authorize investigation of all statements made in this application and understand that false information or documentation, or a failure to disclose relevant information may
be grounds for rejection of my application, disciplinary action or dismissal if { am employed, and (or) criminal action. | further understand that dismissal upon employment
shall be mandatory if fraudulent disclosures are given to meet position qualifications (Authority: G.S. 126-30, G.S. 14-122.1.)

Signature of Applicant (unsigned applications will not be processed) . Date
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