
Has the candidate ever 
been an Executive 

Assistant?

Does the candidate have 
one year of experience in 
state service performing 

secretarial duties at a level 
of responsibility not less 

than those of an Executive 
Secretary I?

This candidate 
may be eligible for 

appointment.

YES
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Does the candidate have four 
years of experience as a 

Secretary or Administrative 
Assistant?

Up to two years of intensified 
secretarial training in an 
approved curriculum or 

college level course work in 
business, personnel or public 

administration may be 
substituted for the general 

outside experience on a year 
by year basis.

This candidate is 
most likely not 

eligible for 
appointment.

This candidate 
may be eligible for 

appointment.

Please instruct the 
candidate to bring 

a copy of their 
degree(s) (or 
transcripts)

to the interview.

Does the candidate have 
two years of secretarial 

experience in state service 
at a level of responsibility 
not less than those of a 
Secretary or an Office 

Technician?

Does the candidate have one year 
of experience in state service 

performing technical duties in a 
class comparable in level of 

responsibility to a Management 
Services Technician?

YES

NO

NO

This candidate 
may be eligible for 

appointment.

YES

NO NO

NO

YES

YES

Has the candidate ever been an Executive Assistant? If yes, This candidate may be eligible for appointment. If no, Does the candidate have one year of experience 
in state service performing secretarial duties at a level of responsibility not less than those of an Executive Secretary 1? If yes, This candidate may be eligible for 
appointment. If no, Does the candidate have two years of secretarial experience in state service at a level of responsibility not less than those of a Secretary or an 
Office Technician? If yes, This candidate may be eligible for appointment. if no, Does the candidate have one year of experience in state service performing 
technical duties in a class comparable in level of responsibility to a Management Services Technician? If yes, This candidate may be eligible for appointment. if no, 
Does the candidate have four years of experience as a Secretary or Administrative Assistant? Up to two years of intensified secretarial training in an approved 
curriculum or college level course work in business, personnel or public administration may be substituted for the general outside experience on a year by year 
basis. If yes, This candidate may be eligible for appointment. Please instruct the candidate to bring a copy of their degree or official transcript to the interview if 
using education. If no, This candidate is most likely not eligible for appointment.
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