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HUMAN RESOURCES MEMORANDUM NO. 07-008
TO:
Secretary, Undersecretary, Assistant Secretaries, and Deputy Assistant Secretaries
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FROM:
Jan Ramezan


Acting Human Resources Director

SUBJECT:
 Job Study – Administrative Assistant 6

DATE:
May 1, 2007

Please Post and Circulate

The Department of Civil Service has completed a job study for a new job title of Administrative Assistant 6.  Based on this study, changes are being recommended to the affected job series.   

Attached is a “160 Agency Review Memorandum” which gives you an opportunity to review and notify Human Resources if you concur or if you would like to request additional changes.  Please review this information and return your suggestions or comments to me by May 14, 2007.  If I do not hear from you by this date, it will be assumed that you concur.

Should you have any questions, please feel free to contact me at (225) 342-0880.

Thank you for your assistance. 

JR:cm
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