TEMPORARY ADMINISTRATIVE PERSONNEL QPA PROCEDURES
These QPA agreements can be used by all state agencies and by political subdivisions.  Vendors are listed on the QPA website with the corresponding positions and rates.  The State wants to use these QPAs as temporary services to supplement State staff as necessary.  Therefore the length of time is generally limited to six months.  The intent is to allow ordering of personnel as needed through a simple process requiring relatively little time and few approvals.  
The administrative staff QPAs provide a means to obtain support personnel at the levels of experience within each job description.  Because there is flexibility within the State of Indiana job classification system, you are cautioned to verify the QPA job descriptions listed in this document rather than what you may use for your particular location.  The QPA Vendor will not be required to provide an employee to you at that same classification (or perhaps at all) if your position requirements do not fall within the parameters of the job descriptions listed in this contract.  The contract job description is the determining factor for selecting an employee classification/category.  You are strongly encouraged to contact the vendor prior to filling out any paperwork to ensure that you are getting the employee with the proper skill set.  This will help avoid potential problems and purchase order changes later.
The Requesting State Agency shall have the right to request resumes and test scores to review potential candidates submitted for temporary employment and to conduct pre-employment interviews.  Based upon those interviews, if conducted, the State may request the preferred temporary service employee.  The vendor shall provide all resumes, test scores and assisting documents for the personnel submitted and make all reasonable efforts to fulfill the service need with the candidate requested.

The designated representative for the State Agency shall have the right to reject any of the personnel assigned to perform the requested services.  Should an employee be rejected, the vendor will assign replacement personnel to meet the requirements and qualifications of the State Agency.
The vendor must be able to place a Temporary Service Professional within four hours of notification.  Proper resources screening will be conducted for each employee to include but is not limited to background, criminal record, drug, education, training/skills, etc. The QPA Vendors are required to perform the minimum background checks per State Personnel Policy.  You may review the policy at http://www.in.gov/jobs/policies/bgcheck.doc.  Should your agency or the requested position require additional checks, you must request that at the time of placing the order.  The vendor must provide copies of the background checks to the Requesting State Agency at the time the employee's name and information is submitted for consideration of temporary employment.  The Requesting State Agency or IDOA will require the vendor to remove any individual whose background check reveals information which would cause the individual not to be hired, transferred, promoted, or retained by the State as a regular employee.  
Terms

Engagement – the agreement between the Using Agency and a QPA Vendor to bring in an employee to perform work.

Job Description – the position, skill level and area of expertise identified for the 24 jobs listed on the QPA Contracts.

QPA Vendor – contractor with a signed contract to provide temporary services to the State.

QPA Purchase Order – the instrument used to place your order, encumber funds, and make payment.

Requestor – the person at the Using Agency making the request for the temporary employee.

Requisition – A requisition should be entered into PeopleSoft eProcurement and will become your QPA Purchase Order once all approvals and employees are acceptable.

Skill Set – a set of skills, abilities, or experience 
The Process
The main purpose of this process is to ensure that agencies can obtain the temporary staffing necessary to accomplish their mission critical functions.

· Determine if this is appropriate for the temporary administrative services contract (i.e., skill set is available, duration is six months or less, etc.)  Define the skill set and length of time required.
· Option One:   Enter the requisition and select the line item from the QPA. Create the QPA purchase order being sure to include the job duties, work hours, length of time the employee will be needed and the date the employee is to start.  You may e-mail or fax the purchase order to the QPA vendor but only if this allowed through your delegation.  The QPA vendor will generally respond to your request within 24 hours or sooner with someone in mind to fill your position.
Option Two: Send a request to the QPA vendor requesting resumes of potential employees to help you make a decision, making sure you include the job duties, and time period in your request.  When talking with your QPA Vendor be sure to provide the number of resumes you wish to review.  Review the resumes that you receive and select the employee that offers the best skill set to meet your needs.  You may also conduct phone interviews or in-person interviews to assist in your decision.  Keep in mind that privacy laws must be followed so there may be times when the QPA Vendor cannot give out phone numbers of a temporary employee.  In that case the temporary employee will be instructed by the QPA Vendor to contact you.  To request resumes from QPA 10141 – Westaff, send your request to inindianapolis@westaff.com .  To request resumes from QPA 10142 – Kelly Services, send your request to 252P@kellyservices.com . 
· Complete the Purchase Order in PeopleSoft prior to having any services provided including information from the vendor selected and the total amount of the Purchase Order.  Instructions for entering this information into PeopleSoft can be found at http://www.in.gov/idoa/files/creating_a_requisition_for_qpa_items.doc  

· Obtain all approvals as appropriate for the dollar amount of your Purchase Order.

· If the purchase is within your procurement delegation, the agency will be responsible for ensuring the Purchase Order gets to the vendor by whatever means is deemed appropriate.  If the purchase order is greater then your streamline delegation, then forward the purchase order to IDOA Procurement Division for final processing.  IDOA Procurement Division will be responsible for these orders getting to the vendors.  You and the contractor will receive a copy from the Auditor’s Office once encumbered.  Upon receiving invoices, you will pay partials against your purchase order.
IMMEDIATE NEED 
When there is an immediate need for staffing due to call-ins, no shows, etc. you may call the vendor and ask him/her to supply an employee to fulfill your immediate need.  The vendor will have personnel available to accept orders from 8:00 AM to 6:00 PM and provide a 24/7 access line for emergency and short turnaround needs.
The 24 positions contain most skill sets of the major administrative areas as follows:

· Account Clerk 2 (Clerical)

· Account Clerk 3 (Clerical)

· Account Clerk 4 (Clerical)

· Accountant 4 (Professional)

· Accountant 5 (Professional)

· Administrative Assistant 3 (Professional)

· Administrative Assistant 4 (Professional)

· Administrative Assistant 5 (Professional)

· Clerical Assistant 4 (Clerical)

· Clerical Assistant 5 (Clerical)

· Data Input Operator 2 (Clerical)

· Data Input Operator 3 (Clerical)

· Data Input Operator 4 (Clerical)

· General COMOT 2 (Clerical)

· General COMOT 3 (Clerical)

· General COMOT 4 (Clerical)

· Legal Assistant 5 (Professional)

· Tax Analyst 4 (Professional)

· Tax Analyst 5 (Professional)

· Tax Analyst Supervisor 6 (Professional)

· Warehouse Clerk (Clerical)

· Word Processor 2 (Clerical)

· Word Processor 3 (Clerical)

· Word Processor 4 (Clerical)

POSITION DESCRIPTIONS
Account Clerk 2
-- Minimum of two years clerical experience in accounting, bookkeeping, or a related area
· Maintains agency financial and official records, and responsible for certifying their accuracy.  
· Exercises limited purchasing and inventory control.  
· Assists in preparation and control of agency budget.  
· Receives, deposits, distributes, and accounts for monies, securities or other valuables.  
· Authorizes payment of vouchers or prepares vouchers for director’s signature.  

· Writes checks, transmits payments, audits transactions, posts and processes encumbrances and expenditures and performs transactions utilizing the correct department forms and records as needed.
· Checks requisitions for quality, quantity, and price 

· Figures monthly profit-loss statement or makes other computations or calculations on agency records

· Prepares monthly, quarterly, or yearly financial reports

· Negotiates settlement of accounts

· Operates all types of office equipment and can place orders for office equipment repairs 

· Issues leases, arranges auction, sales, and receipt of bids
· Knowledge of bookkeeping and auditing, contracts, and contracting procedures

· Knowledge of department functions and office procedures

· Knowledge of basic English, written and spoken, and of correct spelling and grammar

· Ability for solving different problems, some of which may not have been previously encountered

· Ability to work under pressure and practice diplomacy, tact, and courtesy

· Ability to maintain confidentiality

· Aptitude for business mathematics and public relations

Account Clerk 3
-- Minimum of one year clerical experience in accounting, bookkeeping, or a related area 

· Maintains agency financial and official records, and responsible for certifying their accuracy.
· Exercises limited purchasing and inventory control.
· Assists in preparation and control of agency budget.
· Receives, deposits, distributes, and accounts for monies, securities or other valuables.  

· Authorizes payment of vouchers or prepares vouchers for director’s signature.  

· Writes checks, transmits payments, audits transactions, posts and processes encumbrances and expenditures and performs transactions utilizing the correct department forms and records as needed.

· Checks requisitions for quality, quantity, and price 

· Figures monthly profit-loss statement or makes other computations or calculations on agency records

· Prepares monthly, quarterly, or yearly financial reports

· Negotiates settlement of accounts

· Operates all types of office equipment and can place orders for office equipment repairs 

· Issues leases, arranges auction, sales, and receipt of bids

· Knowledge of bookkeeping and auditing, contracts, and contracting procedures

· Knowledge of department functions and office procedures

· Knowledge of basic English, written and spoken, and of correct spelling and grammar

· Ability for solving different problems, some of which may not have been previously encountered

· Ability to work under pressure and practice diplomacy, tact, and courtesy

· Ability to maintain confidentiality

· Aptitude for business mathematics and public relations
Account Clerk 4
-- Minimum of six months clerical experience in accounting, bookkeeping, or a related area 

· Receives, deposits, distributes, and accounts for monies, securities or other valuables.

· Prepares voucher for director’s signature.
· Writes checks, transmits payments, audits transactions, and performs transactions utilizing the correct departments forms and records as needed

· Takes trial balances

· Tallies, prepares, and balances financial reports

· Figures monthly profit-loss statement or makes other computations or calculations on agency records

· Uses a bookkeeping machine to complete any and all assigned tasks

· Performs clerical functions such as preparing and typing reports

· Maintains filing systems 
· Knowledge of office methods, bookkeeping procedures and bookkeeping terminology

· Knowledge of basic English, written and spoken, and of correct spelling and grammar
· Ability to learn operation of all kinds of office equipment

· Ability to comprehend various accounting forms, such as invoices, vouchers, and timesheets

· Ability to maintain confidentiality
· Ability to handle business mathematics and public relations
· Ability to accurately handle monies and other items of value
Accountant 4 – Minimum of four years experience in accounting, auditing, or related experience
Accountant 5 – Minimum of three years experience in accounting, auditing, or related experience

Administrative Assistant 3 –Minimum of five years professional experience in administrative support; business

administration; program support; public administration; or related experiences

· Incumbent works as a professional assistant in a program section or division of a state agency or department.
· Provide routine policy interpretation and related decisions to interested parties

· Act as liaison between program or department administration and state agencies, news media, and interested parties

· Research and prepare various reports for supervisor

· Attend meetings and conferences representing the program or department administrator

· Prepare correspondence and verbal communication with the public or other agency representatives

· Coordinate clerical and administrative functions

· Provide technical guidance and compose manuals for agency personnel
· Answer correspondence

· Interview and counsel clerical employees

· Perform other duties as assigned

Administrative Assistant 4 –Minimum of four years professional experience in administrative support; business

administration; program support; public administration; or related experiences

· Provide routine policy interpretation and related decisions to interested parties

· Act as liaison between program or department administration and state agencies, news media, and interested parties

· Research and prepare various reports for supervisor

· Attend meetings and conferences representing the program or department administrator

· Prepare correspondence and verbal communication with the public or other agency representatives

· Coordinate clerical and administrative functions

· Provide technical guidance and compose manuals for agency personnel

· Answer correspondence

· Interview and counsel clerical employees

· Perform other duties as assigned

· Specialized working knowledge of the basic principles and theories of administrative management

· Working knowledge of research techniques and report composition 

· Working knowledge of functions of other departments and agencies as they impact incumbent’s department

· Ability to analyze procedures and polices and write procedural manuals to recommend improvements
· Ability to coordinate the work of the section staff

· Ability to maintain cooperative work relationships

Administrative Assistant 5 –Minimum of three years experience and performs administrative support; bookkeeping;

office management; program support; word processing; or related experiences

· Provide routine policy interpretation and related decisions to interested parties.

· Act as liaison between program or department administration and state agencies, news media, and interested parties.

· Research and prepare various reports for supervisor

· Attend meetings and conferences representing the program or department administrator

· Prepare correspondence and verbal communication with the public or other agency representatives

· Coordinate clerical and administrative functions

· Provide technical guidance and compose manuals for agency personnel

· Answer correspondence

· Interview and counsel clerical employees

· Perform related duties as assigned

· Specialized working knowledge of the basic principles and theories of administrative management

· Working knowledge of research techniques and report composition 

· Working knowledge of functions of other departments and agencies as they impact incumbent’s department

· Ability to analyze procedures and polices and write procedural manuals to recommend improvements

· Ability to coordinate the work of the section staff

· Ability to maintain cooperative work relationships

Clerical Assistant 4 –Minimum of four years professional experience in clerical work.  Must possess intermediate office, including the ability to operate a calculator by touch, operate a person computer, type an average of 50 words per minute with 95% accuracy or any combination of the above

· Posts information to files; furnishes information upon request; opens and closes individual accounts to specified procedures; removes obsolete material from files.
· Prepares reports involving tabulations and balancing of posted data and simple arithmetic calculations.
· Verifies accuracy and makes other reviews of prepared material for compliance with form, content, or procedure.
· Answers inquiries over the telephone or in person concerning regulations or procedures within specialized area.
· Receives and prepares replies to routine correspondence.
· Operates office machines related to specific area of work, such as an adding machine, microfiche equipment, or a minicomputer system.
· Performs related duties as assigned.
· Working knowledge of specific area of work including specific procedures and basic regulations.
· Working knowledge of procedures involved in the gathering and compiling of statistical data or information and the preparation of standardized reports.
· Basic knowledge of English grammar, punctuation, and spelling.
· Ability to operate equipment necessary to departmental functioning.
· Ability to be tactful in dealing with persons over the telephone and in person.
· Ability to make clerical decisions regarding appropriate procedures within specific program area.
· Ability to make simple arithmetic computations.
· Ability to read departmental documents.

Clerical Assistant 5 –Minimum of three years professional experience in clerical work.  Must possess intermediate office, including the ability to operate a calculator by touch, operate a person computer, type an average of 50 words per minute with 95% accuracy or any combination of the above

· Gathers data and prepares routine reports following standardized procedures.

· Answers telephone calls and visitors to appropriate staff, answers non technical questions and traces requested information.

· Sorts, alphabetizes, codes and distributes mail, records, files and other documents.

· Proofreads, verifies accuracy and makes other reviews for compliance with form procedure.

· Operates office machines, such as a typewriter, copy machine, file retriever and microfiche.

· Performs related duties as assigned.

· Working knowledge of clerical procedures involved in the accurate gathering of information for the preparation of reports.

· Basic knowledge of correct grammar, spelling, punctuation and arithmetic.

· Ability to write legibly.

· Ability to perform limited and routine typing.

· Ability to communicate with others, determine their needs, provide accurate information and locate appropriate reference material.

· Ability to operate simple office machines, such as copy machine, calculator, adding machine and typewriter.

· Ability to read and use alphanumerical data rapidly and accurately.
· Ability to read departmental documents.
Data Operator 2 –Minimum of two years experience working in a high volume data entry environment

· Worker must have at least two years prior experience in data entry.  
· Minimum keystroke rate 10,000 keystrokes per hour with 95% accuracy.  
· Incentive pay plan will be used based upon keystroke rate and machine time for each individual and provides step increases up to 18,500 keystrokes per hour.
Data Operator 3 –Minimum of one year experience working in a high volume check processing environment

· Worker must have at least one year prior experience in data entry.
· Minimum keystroke rate 150ks/minute or more on a numeric data entry test (10-key) with an accuracy rate of not more than 1% error.
· Must be able to stand for 7.5 hours to operate equipment.
Data Operator 4 – Minimum of six months data entry experience or related clerical experience.  Performs data entry and related computerized clerical experience.
· Worker must have the ability to use data entry machines and personal computers to enter data and accurately input 4,000 keystrokes per hour.  
· Position requires the ability to follow oral and written instructions and perform highly repetitive tasks.
Gen COMOT 2 – Minimum of two years experience as a file clerk, records clerk or related clerical experience.

· Organizes and alphabetizes files, files documents, maintains filing systems.
· Work in the agency public file room.
· Provides customer service to the public (receptionist).
· Performs related clerical functions. 
Gen COMOT 3 – Minimum of one year experience as a file clerk, records clerk or related clerical experience.

· Organizes and alphabetizes files, files documents, maintains filing systems.
· Work in the agency public file room.
· Provides customer service to the public (receptionist).
· Performs related clerical functions.  
Gen COMOT 4 – Minimum of six months experience as a file clerk, records clerk or related clerical experience.

· Organizes and alphabetizes files, files documents, maintains filing systems.
· Work in the agency public file room.
· Provides customer service to the public (receptionist).
· Performs related clerical functions.  
Legal Assistant 5 – Minimum of three years experience as a Paralegal or legal assistant in a private law firm or public law office.

· Experience as a paralegal or legal assistant in a private law firm or public law firm.  

Tax Analyst 4 – Minimum of two years professional experience in accounting, bookkeeping, taxes and word processing.

· Extensive knowledge of State and Federal tax laws, 
· Extensive knowledge of procedures for preparation of tax returns, ability to interpret and apply tax laws to individual situations. 
· Working knowledge of computers, data entry and word processing. 
· Excellent written and verbal communication skills. 
Tax Analyst 5 – Minimum of one year professional experience in accounting, bookkeeping, taxes and word processing.

· Considerable knowledge of State and Federal tax laws, 

· Considerable knowledge of procedures for preparation of tax returns, ability to interpret and apply tax laws to individual situations. 

· Working knowledge of computers, data entry and word processing.
· Good written and verbal communication skills.
Tax Analyst Supervisor 6 – Minimum of five years professional clerical/technical work experience in office environment and at least one (1) year in supervision/management.
· Plans, schedules, directs and reviews work of subordinate staff.

· Provides technical tax assistance and relevant data processing procedures to staff.

Word Processor 2 – Minimum of two years word processing or related clerical experience.   
· Performs word processing, spreadsheet, and other computerized clerical functions.
Word Processor 3 – Minimum of one year word processing or related clerical experience.   
· Performs word processing, spreadsheet, and other computerized clerical functions.
Word Processor 4 – Minimum of six months word processing or related clerical experience.   
· Performs word processing, spreadsheet, and other computerized clerical functions.
Warehouse Clerk – Minimum of six months general warehouse skills.
· Ability to lift up to 50 pounds, store and retrieve containers and records and accurately maintain both manual and automotive systems.
