
STATE OF IDAHO
invites applications for the position of:

Administrative Assistant 1 - District 3
Investigations

SALARY: $17.00 Hourly

DEPARTMENT: Idaho State Police

OPENING
DATE:

05/16/22

CLOSING
DATE:

05/30/22 11:59 PM

DESCRIPTION:

Idaho State Police (ISP) District 3 is looking for someone to perform a wide variety of secretarial
support functions to apply detailed program knowledge in developing and/or maintaining
program records systems and/or in collecting information, preparing reports and providing liaison
between management, other organizational units, and external customers.  In addition they will
also perform related work.

PLEASE NOTE:  The successful applicant will be required to complete a background
investigation, polygraph examination and comply with our drug policy. Please review
the ISP Drug Policy and ISP Grooming and Appearance Standards.

EXAMPLE OF DUTIES:

Process and monitor all public records requests for District 3 Investigations
Responsible for input of Investigations subpoenas
Assist with District 3 records management including file close out, evidence/drug destruct
forms, and laboratory reports
Maintain district-wide drug destruct notifications, returns, and inventories
Maintain clan lab and confidential informant files for ISP Detectives
Complete Investigation/Cyber supplement matching to include National Incident Based
Reporting System (NIBRS) errors and record retention processes
Develop and monitor property transfer forms for Investigations, Cyber Crime Unit and the
Fusion Center
Manage and purchase goods/services for District 3
Responsible for the ISP audio/video evidence retention process
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Provide administrative support to other division programs as necessary

MINIMUM QUALIFICATIONS:

Good knowledge of:
office support functions including word processing, filing, composing a variety of business
documents
reception
gathering and compiling data
balancing and coordinating a workload for multiple projects

Experience with:
intermediate word processing skills
using spreadsheet software

Extra Credit:  
Navision financial software
interpreting, applying, and explaining complex information
experience in law enforcement, correctional facilities, or in other criminal justice based
capacities

SUPPLEMENTAL INFORMATION:

Please make sure your resume and personal information contained in your profile supports your
answers to the questions.
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jobs@isp.idaho.gov @ISPCareers https://isp.idaho.gov/hr/

(208) 884-7018

Hiring is done without regard to race, color, religion, national origin, sex, age or disability. If you
need special accommodations to satisfy testing requirements, please contact the Division of

Human Resources at (208) 334-2263. 

Preference may be given to veterans who qualify under state and federal laws and regulations.

APPLICATIONS MAY BE FILED ONLINE AT:
https://www.governmentjobs.com/careers/idaho

304 North 8th Street
Boise, ID 83720

idhr@dhr.idaho.gov

Position #05/22 14181 PCN 4908
ADMINISTRATIVE ASSISTANT 1 - DISTRICT 3

INVESTIGATIONS
MG
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Administrative Assistant 1 - District 3 Investigations Supplemental Questionnaire

* 1. I have at least one (1) year of work experience performing a wide variety of office
support functions which included word processing, filing and composing a variety of
business documents; OR, I have formal training consisting of successful completion of
an 18-24 month office administration course of study beyond high school, which
covered word processing, filing and composing a variety of business documents.
Coursework should have resulted in an Associate (A.A.) degree or equivalent to be
qualifying. Work experience should be full-time work (at least 35 hours per week) or
two years working 20 hours per week.

 Yes
 No

* 2. I have at least 1 year of office experience which required composing and editing a
variety of business documents on a regular basis; OR, I have successfully completed
at least 1 college-level English composition or business English class AND have 6
months of experience composing business documents. When responding to work
experience statements, the intent is that this be full-time work (at least 35 hours per
week). Two years of experience working 20 hours per week equates to one year of
work experience.

 Yes
 No

* 3. I have at least one (1) year of work experience with responsibility for answering
business phones, greeting visitors, AND screening callers for further access to staff.
Work experience should be full-time work (at least 35 hours per week) or two years
working 20 hours per week.

 Yes
 No

* 4. I have at least one (1) year of work experience gathering information from a variety
of sources to collect and compile requested data. Work experience should be full-time
work (at least 35 hours per week) or two years working 20 hours per week.

 Yes
 No

* 5. I have at least one (1) year of office work experience which required that I balance,
coordinate, and set priorities for multiple projects with varying deadlines, or for
multiple supervisors. Work experience should be full-time work (at least 35 hours per
week) or two years working 20 hours per week.

 Yes
 No

* 6. I certify that I can operate word processing software and equipment at the rate of 40
wpm or more and produce merged documents, specialized tables, reports (columns),
correspondence, forms (creating and using templates), and graphics.

 Yes
 No

* 7. I have at least one year of experience using spreadsheet software such as Microsoft
Excel to create and modify electronic worksheets and design and print graphs.
Includes complex data analysis using tools such as Pivot tables.

 Yes
 No

* 8. IDAHO STATE POLICE DRUG POLICY I certify that I have read, fully understand and
comply with the ISP Drug Policy. To answer this question please click on the web site
link listed in the job posting to review the ISP Drug Policy. I meet the standards
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described in the policy and I would like to be considered for employment by the
Idaho State Police. I understand that I will be required to pass a background
investigation and a polygraph examination prior to employment by the Idaho State
Police. You must be in compliance with the Idaho State Police Drug Policy in order to
be considered for employment with the Idaho State Police.

 Yes
 No

* 9. EXTRA CREDIT: Please indicate if you have at least six months of experience using
Navision. This is not required; however, if you have this background it may increase
your score.

 I have at least six months of experience using Navision
 I DO NOT have at least six months of experience using Navision

* 10. AA1 (Auto-Scored Extra Credit item) - ANALYZING AND EXPLAINING: I have had six
(6) or more months of education or work experience in analyzing, interpreting, and
explaining complex information or documents. Work experience should be at least six
(6) months full-time work of at least 35 hours per week or at least one (1) year
working 20 hours per week. This item is not a minimum requirement but could
increase your score. Your answer needs to be reflected in your resume.

 Yes
 No

* 11. Extra Credit: Do you have experience working in law enforcement, correctional
facilities, or in other criminal justice based capacities? Your resume MUST support
your response.

 Yes
 No

* Required Question
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