
CHIEF EXAMINER/SECRETARY 

The Garfield County Civil Service Commission ensures that law enforcement and 

communication officers are recruited through open competition, hired and promoted on the basis 

of merit, and are demoted, suspended, removed, or discharged only for cause. 

The Civil Service Commission is in need of a Chief Examiner/Secretary. The position generally: 

keeps the commission's records and preserves its reports; conducts, supervises and keeps records 

of all employment examinations; and performs other duties as requested by the commission. 

The Commission meets monthly, although candidate testing occurs on an “as needed” basis.  

This contract starts at $200.00 per month with a potential to increase with caseload and 

experience. This position will require 4-20 hours per month. Any applicant must be a resident of 

Garfield County, and may not be employed by the Garfield County Sheriff’s Office.  

You can find the job description and employment application at the Garfield County Auditor’s 

Office or online at co.garfield.wa.us  

Position is open until filled. Garfield County is an equal employment opportunity employer.     

 



CIVIL SERVICE CHIEF EXAMINER/SECRETARY 

Qualifications 

•Minimum Qualifications: Must be a citizen of Garfield County. May not be an employee of the 

Garfield County Sheriff’s Office.  

 

Responsibilities 

• The Civil Service Commission Secretary/Chief Examiner performs all functions necessary for 

the administration and direction of the County Civil Service Commission in accordance with the 

Civil Service Rules and Regulations and provisions of state law relating to civil service 

• This position reports to and takes direction from the Civil Service Commission. 

• Essential Duties and Responsibilities:  Evaluates and/or supervises the evaluation of applicants 

meeting the minimum qualifications; determines which examinations will be conducted, the 

subjects to be covered in each examination, and the relative weights to be given to each portion 

of the examination, subject to approval of the Commission.  

•Supervises the conduct of all examination(s), appointing such experts, special examiners, or 

proctors as needed.  

• In coordination with the appropriate Sheriff or Fire Chief, decides all questions relating to the 

eligibility of applicants, the admissibility of applicants to the examinations, extension of time, 

and all questions arising during an examination. 

• Recommends certification of successful candidates to the appropriate eligibility list, subject to 

approval of the Commission.  

• Performs all other functions necessary for the proper carrying out of these rules and provisions 

of law relating to the Civil Service System, and such additional duties as may be assigned from 

time to time by the Commission 

• Attends all Commission meetings and records the votes taken, causes the minutes to be 

prepared and presented, refers proposed minimum qualifications and other examination related 

matters to the Commission for consideration and approval 

• Maintains reliable and regular attendance and is readily available to the Commission, sheriff, 

fire, and other city officials 

• Protects privileged and confidential information 

• Complies with all Commission policies, administrative and court rules, and state ethics laws 

• Communicates individually and to small and large groups clearly, concisely, timely, and 

effectively, both orally and in writing 

 

Compensation:  

$200.00/month.  

 

Job description 

Open until filled. 

Details: Approx. 8-30 hours/month  

The Garfield County Civil Service Commission is currently recruiting for a Chief 

Examiner/Secretary. The Civil Service Commission Chief Examiner/ Secretary performs all 

supervisory and professional functions necessary for the administration and direction of the 

County Civil Service Commission in accordance with the local Civil Service Rules and state 



laws. Acts independently. This position reports to and takes direction from the Civil Service 

Commission. Essential Duties and Responsibilities include: Evaluates and/or supervises the 

evaluation of applicants meeting the minimum qualifications; determines which examinations 

will be conducted, the subjects to be covered in each examination, and the relative weights to be 

given to each portion of the examination, subject to approval of the Commission. Supervises the 

conduct of all examination(s), appointing such experts, special examiners, or proctors as needed.  

In coordination with the Sheriff’s Office, decides all questions relating to the eligibility of 

applicants, the admissibility of applicants to the examinations, extension of time, and all 

questions arising during an examination. Recommends certification of successful candidates to 

the appropriate eligibility list, subject to approval of the Commission. Performs all other 

functions necessary for the proper carrying out of these rules and provisions of law relating to the 

Civil Service System, and such additional duties as may be assigned from time to time by the 

Commission. Attends all Commission meetings and records the votes taken, causes the minutes 

to be prepared and presented, refers proposed minimum qualifications and other examination 

related matters to the Commission for consideration and approval. Uses technology systems to 

communicate with others and to perform and manage work.  Works an unpredictable schedule 

that may include up to eight hours or more in a single day.  Meets deadlines regardless of time 

pressure and stressful circumstances.  Follows the Commission's specific directives. Maintains 

reliable and regular attendance and is readily available to the Commission, and Sheriff’s office 

officials. Protects privileged and confidential information. Complies with all Commission 

policies, administrative and court rules, and state ethics laws. Communicates individually and to 

small and large groups clearly, concisely, timely, and effectively, both orally and in writing. 

Works cooperatively/collaboratively with others. Applicants may deliver a Garfield County 

application with a cover letter and resume to the Garfield County Auditor’s Office. The job 

posting will remain open until filled 
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