CALIFORNIA STATE ASSEMBLY
JOB LISTINGS

Office: Sergeant-at-Arms

Classification: Member Services II

Final Filing Date: Continuous

Salary Range: Member Services II $ 5,000 - $ 7,204.00
(Generous Benefit Package including Medical/Dental/Retirement)
Position Location: Assembly Sergeant-at-Arms Office
California State Capitol, Sacramento

Duties and Responsibilities:

Under the direction of the Chief Sergeant-at-Arms, Member Services
personnel provide transportation and assistance to Members (elected
officials), set-up of hearing rooms, and staff Legislative Committee Hearings
and Session; ensures decorum, rules, protocol, custom and practices of the
Assembly are maintained at all times. Member Services personnel answer calls
for service from the Legislative Community and dispatch appropriate
resources. Member Services personnel serve as a liaison between the public,
staff, lobbyists, Members of the Legislature, and other elected officials.

Minimum Qualifications:

High School Diploma or GED.

Proof of eligibility to work in the U.S.

Valid California Driver’s License with a favorable DMV driver history.
Completion of an in-person interview.

Completion of a physical examination.

Ability to pass a background investigation.

Have not been convicted of a felony.

Desirable Qualifications:

A superior commitment to customer service.

Previous experience working with the public.

Previous experience working with elected officials
Communicate clearly and concisely, both orally and in writing.
Detail-oriented and precise work.

Positive interpersonal relationships and communications skKills.
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Conditions: This is a salaried, at-will position.

Contact: To be considered for this unique opportunity, candidates must
submit:

= A detailed resume/CV covering (at a minimum) education and career
experience.

= A compelling cover letter detailing, at a minimum, (a) interest in the
position, (b) attainment of minimum qualifications, and (c) attainment
of any desirable qualifications.

These items must be submitted electronically - via e-mail to Karen Gutierrez
via email at: Karen.Gutierrez@asm.ca.gov

Successful submissions will receive an acknowledgement reply via e-mail.
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