LTM — Address - Maintain

Purpose: Employees will use the NH FIRST Employee Space to maintain addresses.

Use the NH FIRST Rich Client to maintain addresses.

1. Click on the NH FIRST Rich Client icon . Login using your username and password.

LAWSSN lawtaint | COLLEEN MCDUFFEE ok

Calendar
|

Employee

2. From the canvas, double-click the Employee icon:

Employee
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LTM — Address - Maintain

3. Click My Profile.

My Reviews Manage Goals

[ vorsm i

Pt
My Development My Mentors
A —
B 5 |
A
=) \§
Find A Coworker Life Events Opponunities Take Notes To Do

4. Click the Personal Information tab.

COLLEEN MCDUFFEE's Profile

Fd Change Name

- f =
At A Glance COLLEEN MCDUFFEE - 10346 M
~ | catherine.milarion@nh.gov Pay Rate 21.9200 USD
Work Assignments
Employ D 13411 Percent Fit 0.00%
personal Informati... I Organization Unit DIV OF PUBLIC PROTECTION Work Phone -

Location JUSTICE DEPARTMENT

Direct Supervisor -

Compensation

Work Preferences
Dates & Service

Talent Profile

Start Date 06/27/1983 Adjusted Start Date 06/27/1983 Birthdate 12/07
Years Of Service 29.39 Adjusted Years Of Service 0.00 Anniversary Date 06/27/1983
Work Preferences Preferred Positions

Travel | Not Applicable B8g Position 1 :}
Relocate | Not Applicable R
International Assignment | Not Applicable &g Position 2 :]

Other Preferences -

| E
L ——
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LTM — Address - Maintain

5. To update an existing address: a. On the Addresses panel, double click to open the address to
update.

COLLEEN MCDUFFEE's Profile

V4 Change Name

pyy— [ Create @ Delete ¥ Emergency Contacts

Work Assignments Preferred Contact Contact Detail

Personal Inferma...

No Data Available

Compensation
Work Preferences

Talent Profile

[) Add Address  # Change Address ¥ Addressesl

Mailing Address

24, concord, NH, {PostalCode Yes Yes. Yes

[ [3 Add Dependent v Dependentsl

Birthdate

No Data Available =

6. To update an existing address: b. Select the effective date of the change from the calendar, or On

the Addresses panel, double click to open the address to update.
1. Select the effective date of the change from the calendar, or enter the effective date of
the change in the format MMDDYYYY or MM/DD/YYYY
2. Update the information, as necessary.
3. Click Actions > Save

11 [cotLeen Mepurree |

Inactivate
116/2012 5

Delete

Active

v

cord j [Unhed States ]
)5

=
[
I

City [conrord

State / Province
Post Code | 03301

County / District l

Select

@ send Mail To This Address

)1 Live At This Address

You have successfully completed this task.
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LTM — Search — Available Jobs

Purpose: Employees will use the NH FIRST Employee Space to search for available jobs.

Use the NH FIRST Rich Client to search for available jobs.

1. Click on the NH FIRST Rich Client icon . Login using your username and password.

LAWSSN lawtaint | COLLEEN MCDUFFEE ok

Calendar

11 12 13 14 15

2. From the canvas, double-click the Employee icon:

State of New Hampshire 10. SONH_LTM_Employee_Search - Available Page 1 of 6
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LTM — Search — Available Jobs

3. Click Opportunities.

Manage Goals

My Development My Mentors
A I o o
== - =) a ‘,/f
- 1Y
Find A Coworker Life Events Opponunities Take Notes To Do

4. To search for opportunities that meet your interests, enter a combination of keywords and field
values, and click Search. You can use a combination of criteria for your search.

Search My Job Cart | My Applications

Actions  Options ¥ Related * [ ¥ Available Jobs [A(tiuns v Options * Related > [1 B & 0O Recent Jobsl
Keyword [legal | sobD | | = = |Location
Location l '] Category l 'I Clear | —— |
11/14/2012 ADMINISTRATOR T US:NH:CONCORD
11/15/2012 FINANCIAL DATA ADMINISTRATOR 1 US:NH:CONCORD .
¥
Date “ |Location = 11/08/2012 LEGAL ASSISTANT US:NH:CONCORD -
10/18/... ADMINISTRATIVE SECRETARY | US:NH:CONCORD [A(tiuns > Options * Related * [ B ® 0O Hot Jobsl

11/05/... ADMINISTRATIVE SECRETARY US:NH.CONCORD
11/14/.. ADMINISTRATOR I US:NH:CONCORD i “ |Location
10/18/... ASSISTANT ADMINISTRATOR | US:NH:CONCORD
10/29/... FACILITIES SPECIALIST [ US:NH:CONCORD
10/11/... FINANCIAL DATA ADMINT | US:NH:CONCORD No Data Available
10/08/... FINANCIAL DATA ADMINIST... | US:NH.CONCORD

11/15/... FINANCIAL DATA ADMINIST... | US:NH.CONCORD

.
.

11/08/... LEGAL ASSISTANT US:NH:.CONCORD

Ll
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LTM — Search — Available Jobs

5. Double click a job that interests you to view the details.

(o
Search My Job Cart | My Applications

‘ Actions * Options * Related v ¥ Available Jobs‘ {Actions ~ Options * Related =] jol Recent Jobs
‘ Keyword [\ega\ ] Job ID [ ‘ « |Location
Location [ '] Category [ L |
11/14/2012 ADMINISTRATOR I US:NH:CONCORD
11/15/2012 FINANCIAL DATA ADMINISTRATOR 1 US:NH:CONCORD .
- ¥
* |Location . 11/08/2012 LEGAL ASSISTANT US:NH:CONCORD -
10/30/... LEGAL SECRETARY Il US:NH:CONCORD {Amms ~ Options v Related ~ 0 (e [
10/18/... LEGAL SECRETARY IV US:NH:CONCORD
10/18/... LEGAL SECRETARY IV US:NH:CONCORD
11/08/... LEGAL ASSISTANT US:NH:CONCORD
11/06/... PARALEGAL I US:NH:CONCORD I
11/13/... PARALEGAL I US:NH:CONCORD No Data Available

6. To save the job, click Save To Job Cart.

Actions + Options + Related =

PARALEGAL Ii(Job Id 46)

Location US:NH:CONCORD Employment Type Classified FT Perm w/Ben
Category - Close Date -
Post Date 11/06/2012

Description

Summary:

To perform paraprofessional law-related research duties in interviewing complainants, data and coordinating the P of legal cases and opinion.
Responsibilities:

* Reviews and analyzes statutes, rules and regulations in researching data for use in legal cases.

* Develops legal documents for use by counsel according to established agency professional and technical guidelines.

* Reviews and analyzes complaints of individuals, businesses, social agencies or law enforcement agencies.

* Supervises support staff in performing paralegal and related clerical work.

* Assists in investigations as needed with staff investigators and attorneys.

*Issues subpoenas and coordinates availability of witnesses to ensure their appearance for testimony at court trials, depositions, and administrative hearings.

Other information:

MINIMUM QUALIFICATIONS =
EDUCATION:

Associate's degree or two years of college with a major study in law, paralegal studies, or a related legal field, or a paralegal certificate from a certified paralegal program. Each additional year of approved formal
education may be substituted for one year of required work experience.

EXPERIENCE:
Three years' experience in legal research, legal investigative, paralegal work, criminal justice or an area which provided experience with legal terminology, with at least one year at the level of Paralegal L. Each
additional year of approved work experience may be substituted for one year of required formal education.
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LTM — Search — Available Jobs

7. A confirmation message appears, to acknowledge click Yes.

Actions » Options » Related =

Apply Now Save To Job Cart 5

PARALEGAL II(Job Id 46)

Location US:NH:CONCORD Employment Type Classified FT Perm w/Ben
Category - Close Date -
Post Date 11/06/2012

Description —3 9 ) 3
Summary:
To perform paraprofessional law-related research duties inf Job (PARALEGAL I) will be added to your Job Cart es and opinion.
Responsibilities:
* Reviews and analyzes statutes, rules and regulations in reg
* Develops legal documents for use by counsel a:cordingﬁ
* Reviews and analyzes complaints of individuals, businesse m
* Supervises support staff in performing paralegal and rel
* Assists in investigations as needed with staff investigators and attorneys.
* Issues subpoenas and coordinates availability of witnesses to ensure their appearance for testimony at court trials, depositions, and administrative hearings.
Other information:
MINIMUM QUALIFICATIONS =
EDUCATION:
Associate's degree or two years of college with a major study in law, paralegal studies, or a related legal field, or a paralegal certificate from a certified paralegal program. Each additional year of approved formal
education may be substituted for one year of required work experience,

EXPERIENCE:
Three years' experience in legal research, legal investigative, paralegal work, criminal justice or an area which provided experience with legal terminolegy, with at least one year at the level of Paralegal L. Each
additional year of approved work experience may be substituted for one year of required formal education.

8. Close forms until you return to the Job Opportunities form. To apply for the job, click Apply Now.

Job Opportunities

Options = ¢

search My Job Cart My Applications

{Actioms ~ Options * Related ~ = ® DO My Job Cart]
Job Description Category

49 LEGAL ASSISTANT

50 ADMINISTRATOR I US:NH:CONCORD

16 FACILITIES SPECIALIST I US:NH:CONCORD

46 PARALEGAL I US:NH:CONCORD
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LTM — Search — Available Jobs

9. Complete and Submit the application.

Application For PARALEGAL TI

Save

Consent Profile €5 Acknowledgment Summary

Consent Agreement

State of New Hampshire

Welcome to the State of New Hampshire's Career Center.

The State of New Hampshire is an equal opportunity employer. Discrimination on the basis of age, sex, race, color, marital status, physical or mental
sexual orientation or any other non-merit facter is strictly prohibited.

igi creed, national origin,

|D 1 Agree:‘

You have successfully completed this task.
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LTM — Change Name

Purpose: Employees will use the NH FIRST Employee Space to change their name.

Use the NH FIRST Rich Client to change their name.

1. Click on the NH FIRST Rich Client icon . Login using your username and password.

LAWSSN lawtaint | COLLEEN MCDUFFEE ok

Calendar
|

Employee

{
N oE

2. From the canvas, double-click the Employee icon:

Employee
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LTM — Change Name

3. Click My Profile.

My Reviews Manage Goals

[ vorsm i

Pt
My Development My Mentors
A —
B 5 |
A
=) \§
Find A Coworker Life Events Opponunities Take Notes To Do

4. Click Change Name.

COLLEEN MCDUFFEE's Profile

# Change Name

- f =
At A Glance COLLEEN MCDUFFEE - 10346 N
catherine milarion@nh.gov Pay Rate 21.9200 USD
Work Assignments
Employment ID 13411 Percent Fit 0.00%
Personal Informati... Organization Unit DIV OF PUBLIC PROTECTION Work Phone -

Location JUSTICE DEPARTMENT

Direct Supervisor -

Compensation

Work Preferences

Dates & Service
Talent Profile

Start Date 06/27/1983 Adjusted Start Date 06/27/1983 Birthdate 12/07
Years Of Service 29.39 Adjusted Years Of Service 0.00 Anniversary Date 06/27/1983
Work Preferences Preferred Positions

Travel | Not Applicable &8 Position 1 :}
Relocate | Not Applicable 8
International Assignment | Not Applicable 88 Position 2

Position 3

[
(I

Other Preferences -

| B
L ——
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LTM — Change Name

5. Using the table that follows as reference, fill out the form. Scroll down to attach comments. Click OK.

*Request To Change Name For COLLEEN MCDUFFEE-13411

Options = Related =

|

a
Effective Date |11/18/2012 =

Reason ’N(-LGL SEP '] ’Legal separation

Enter The Changes

Title |

Given Name(First) [ COLLEEN

Middle Name [

Family Name{Last) ’MCDonaId

Suffix [

Professional Designation [

Marital Status | Legally Seperated -

Former Given Mame(First) ’

Former Middle Initial :]

—

Field

Value

Effective Date

Select the effective date from the calendar, or enter the effective date in the
format MMDDYYYY or MM/DD/YYYY

Reason Select a reason for the name change

Title Defaulted from Resource. If applicable, enter the new title of the employee

First Name Defaulted from Resource. If applicable, enter the new first name of the
employee

Middle Name Defaulted from Resource. If applicable, enter the new middle name of the
employee

Last Name Defaulted from Resource. If applicable, enter the new last name of the
employee

Suffix Defaulted from Resource. If applicable, enter the new name suffix of the

employee

State of New Hampshire
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LTM — Change Name

Professional Defaulted from Resource. If applicable, enter the new professional
Designation designation of the employee
Marital Status If applicable, select a new marital status

Former First Name If applicable, enter the former first name of the employee

Former Middle Initial | If applicable, enter the former middle initial of the employee

Former Last Name If applicable, enter the former last name of the employee

Description Enter a description of the attachment. If left blank, defaults with the
attachment file name.

Attach Supporting Attach pertinent documentation, if necessary
Document

6. You will see a Pending Name Changes link. Clicking this link allows you to see (and
maintain) your name change. The request is routed to the HR Administrator.

COLLEEN MCDUFFEE's Profile

V4 Change Name

I, | =
At A Glance ‘COLLEEN MCDUFFEE - 10346
catherine.milarion@nh.gov Pay Rate 21.9200 USD
Work Assignments
Employment ID 13411 Percent Fit 0.00%
Personal Informati... Organization Unit DIV OF PUBLIC PROTECTION Work Phone -

Compensation Location JUSTICE DEPARTMENT

Direct Supervisor -

Work Preferences Pending Name Changes

Talent Profile

Dates & Service

Start Date 06/27/1983 Adjusted start Date 06/27/1983 Birthdate 12/07
Years Of Service 29.39 Adjusted Years Of Service 0.00 Anniversary Date 06/27/1983

Work Preferences Preferred Positions

Travel | Not Applicable = Position 1 :]
Relocate | Not Applicable =

Position 3

©Other Preferences

[ -

Change Name Completed

You have successfully completed this task.
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LTM — Emergency Contact Details - Maintain

Purpose: Employees will use the NH FIRST Employee Space to maintain emergency contact
details.

Use the NH FIRST Rich Client to maintain emergency contact detalils.

1. Click on the NH FIRST Rich Client icon . Login using your username and password.

LAWS®N lawtaint | COLLEEN MCDUFFEE

Calendar
|

Employee

2. From the canvas, double-click the Employee icon:

Employee

State of New Hampshire 3. SONH_LTM_Employee_Emergency Contact Page 1 of 9
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LTM — Emergency Contact Details - Maintain

3. Click My Profile.

Employee

(T vy
| = w Ol
5 ——a
My Reviews Manage Goals

My Development
A
B= % 2E%)
D AL
Find A Coworker Life Events Opponunities

4. Click the Personal Information tab.

COLLEEN MCDUFFEE's Profile

# Change Name

- f =
At A Glance COLLEEN MCDUFFEE - 10346 N
~ | catherine.milarion@nh.gov Pay Rate 21.9200 USD
Work Assignments
Employment ID 13411 Percent Fit 0.00%
Personal Informati... Organization Unit DIV OF PUBLIC PROTECTION Waork Phone -

Location JUSTICE DEPARTMENT

Direct Supervisor -

Compensation

Work Preferences
Dates & Service

Talent Profile

Start Date 06/27/1983 Adjusted Start Date 06/27/1983 Birthdate 12/07
Years Of Service 29.39 Adjusted Years Of Service 0.00 Anniversary Date 06/27/1983
Work Preferences Preferred Positions

Travel | Not Applicable B8g Position 1 :]
Relocate | Not Applicable 8
International Assignment | Not Applicable &g Position 2 :]

Position 3

Other Preferences -

| E
[
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LTM — Emergency Contact Details - Maintain

5. To add a new Emergency Contact: a. On the Emergency Contacts panel click Create.

COLLEEN MCDUFFEE's Profile

# Change Name

At A Glance { [ Add Phone [ Add Email [} Add IM ¥

Work Assignments Preferred =

Method

Contact

When Available

Personal Informa...
Compensation

Work Preferences

Email catherine.milarion@nh.gov

<

o

o

-

&

(2]

-

=

=A

& =
w =
3

a
=3

o

. =
] »

Talent Profile -

¥

(%) Delete Y

[ Create

Contact Detail

Preferred Contact

No Data Available

[ Add Address  # Change Address ¥

Mailing Address Residential Address

6. To add a new Emergency Contact: b. Using the table that follows as a reference, fill out the form. c.

click OK.

*Add Emergency Contact For COLLEEN MCDUFFEE-13411

Options =

| »

E

Effective Date

Given Mame(First) ’Donna ] Family Mame(Last) | Jones

Relationship [ preferred Contact
*Preferred Contact Method | Maobile Phone -

Phone Information

] ]
Work:  Country Code :] Phone Number [ ] Ext [ ]
1 b

Mobile: Country Code Phone Number |612-876-2867

Email & IM

Home: Country Code Phone Number

Email Address [donjonsg?@gmail.com

Instant Message Network :] IM Address

Address

|
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LTM — Emergency Contact Details - Maintain

Field

Value

Effective Date

Select the effective date from the calendar, or enter the effective date in the
format MMDDYYYY or MM/DD/YYYY

First Name Enter the first name of the emergency contact
Last Name Enter the last name of the emergency contact
Relationship Enter the relationship of the emergency contact to the employee

Preferred Contact

Click the checkbox if this is the preferred emergency contact of the
employee

Preferred Contact
Method

Among all the contact methods you enter below, select the one that should
be used first.

Home Phone Enter the contact’s home phone. This is required if the preferred contact
method is Home Phone

Work Phone Enter the contact’s home phone. This is required if the preferred contact
method is Work Phone

Mobile Phone Enter the contact’s home phone. This is required if the preferred contact

method is Mobile Phone

Email Address

Enter the contact’'s email address. This is required if the preferred contact
method is Email Address

Instant Message
Network

Enter the contact’s Instant Message Network. This is required if the
preferred contact method is Instant Message

IM Address

Enter the contact’s IM Address. This is required if the preferred contact
method is Instant Message

Same As Resource
Address

If the contact’s address is the same as the employee’s address, select
which employee address.

Other Address

If the contact’s address is different from the employee’s address, enter
another address.

State of New Hampshire

3. SONH_LTM_Employee Emergency Contact
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LTM — Emergency Contact Details - Maintain

7. To update an existing Emergency Contact: a. On the Emergency Contacts panel, double click to
open the emergency contact to update.

COLLEEN MCDUFFEE's Profile

4 Change Name

At A Glance { [ Add Phone [ Add Email [ Add IM ¥ Contact [nformation]
Work Assignments
. Preferred + .
When Available
Personal Informa... Contact
Compensation Email catherine.milarion@nh.gov Yes Yes
Work Preferences .
Talent Profile
[ [ Create @ Delete ¥ Emergency Contacis]
Preferred Contact Contact Detail
Jones, Donna Yes 1612-876-2867
.
¥
[ Add Address  # Change Address ¥ Addresses

Mailing Address Residential Address

8. To update an existing Emergency Contact: b. Select the effective date of the change from the

calendar, or enter the effective date of the change in the format MMDDYYYY or MM/DD/YYYY. c.
Make changes. d. Click OK.

*Change Emergency Contact For COLLEEN MCDUFFEE-13411

Options =

| »

Effective Date | 11/15/2012 &)

Given Mame(First) [Donna ] Family Name(Last) | Jones

Relaticnship [ Preferred Contact
*Preferred Contact Method | Mobile Phone =

Phone Information

Home:  Country Code :] Phone Number :
Work:  Country Code :] Phone Number [ ] Ext [ ]
1 »

Mobile: Country Code Phone Number 612-876-2857|

Email & IM

Email Address [donjonsg?@gmail.com

Instant Message Metwork :] IM Address

Address
= |
State of New Hampshire 3. SONH_LTM_Employee_Emergency Contact Page 5 of 9
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LTM — Emergency Contact Details - Maintain

9. To delete an existing Emergency Contact: a. On the Emergency Contacts panel, click the
emergency contact to delete. b. Click Delete.

COLLEEN MCDUFFEE's Profile

r &

At A Glance { [ Add Phone [ Add Email [ Add IM ¥ Contact lnformation]
Work Assignments
= i Preferred + .
Personal Informa... MSHhed Contact U (T
Compensation Email catherine.milarion@nh.gov Yes Yes
Work Preferences .

Talent Profile

[ [ Create ﬁ Delete I ¥ Emergency Cnntacls]

Preferred Contact

Jones, Donna Yes 1612-876-2857

‘ .

{ [) Add Address  # Change Address v Addresses]

Mailing Address Residential Address

10. To delete an existing Emergency Contact: c. Click Yes to confirm.

COLLEEN MCDUFFEE's

# Cha
At A Glance [ [ AddPhone [ Add Email [ AddIM ¥ Contact [nformatinn]
Work Assignments

Preferred + .
e — Method . ‘When Available
— Lawson Rich Client
Compensation
Work Preferences
Talent Profile
[ Create DDeI-
—_—_————

Jones, Danna

[ Add Address # Change Address Y Addresses]

Mailing Address Residential Address

State of New Hampshire 3. SONH_LTM_Employee Emergency Contact Page 6 of 9
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LTM — Emergency Contact Details - Maintain

11. To delete an existing Emergency Contact: d. Select the effective date of the change from the

calendar, or enter the effective date of the change in the format MMDDYYYY or MM/DD/YYYY. e.
Click OK.

# Change Name

At A Glance [ [ Add Phone [} Add Email [ Add M % ConiactInformation
Work Assignments == T - ———"”'srts:-:: =
ethod Deta en Available o
Personal Informa...
Email catherine.milari ; Yes

Compensation

Waork Preferences *Effective Date I =

Talent Profile

[ Create ® Delete ¥ Emergency Contacts

onta ontact Deta

Jones, Donna es 1 612-876-2857

=
L

[ [ Add Address  # Change Address Y Addressesl

Mailing Address Residential Address

COLLEEN MCDUFFEE's Profile

At A Glance { [ AddPhone [} Add Email [) Add IM ¥ Contact lnformation]
Work Assignments
: Preferred =+ .
Personal Informa... Method Contact When Available
Compensation ’T catherine milarion@nh.gov Yes Yes
Work Preferences .

Talent Profile

{ [ Create ) Delete ¥ Emergency Contacls]

Preferred Contact Contact Detail

No Data Available

[ Add Address  # Change Address ¥ Addresses

Mailing Address Residential Address
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LTM — Emergency Contact Details - Maintain

You have successfully completed this task.
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LTM — Emergency Contact Details - Maintain

State of New Hampshire 3. SONH_LTM_Employee_Emergency Contact Page 9 of 9
Details - Maintain



LTM — Request Leave of Absence

Purpose: Employees will use the NH FIRST Employee Space to request a leave of absence.

Use the NH FIRST Rich Client to request a leave of absence.

1. Click on the NH FIRST Rich Client icon . Login using your username and password.

LAWSSN lawtaint | COLLEEN MCDUFFEE ok

Calendar

11 12 13 14 15

2. From the canvas, double-click the Employee icon:

Employee

State of New Hampshire 4. SONH_LTM_Employee_Request Leave of Page 1 of 4
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LTM — Request Leave of Absence

3. Click My Profile.

Employee

My Reviews Manage Goals View Compensation

o, e ek 58

My Development My Mentors

*_
B3\

Find A Coworker Life Events Opponunities Take Notes

4. Click the Work Assignments tab.

COLLEEN MCDUFFEE's Profile

Fd Change Name

- f =
At A Glance COLLEEN MCDUFFEE - 10346 B
catherine.milarion@nh.gov Pay Rate 21.9200 USD
Work Assignments
Employment ID 13411 Percent Fit 0.00%
personal Informati... Organization Unit DIV OF PUBLIC PROTECTION Work Phone -

Location JUSTICE DEPARTMENT

Direct Supervisor -

Compensation

Work Preferences
Dates & Service

Talent Profile

Start Date 06/27/1983 Adjusted Start Date 06/27/1983 Birthdate 12/07
Years Of Service 29.39 Adjusted Years Of Service 0.00 Anniversary Date 06/27/1983
Work Preferences Preferred Positions

Travel | Not Applicable B8g Position 1 :}
Relocate | Not Applicable R
International Assignment | Not Applicable &g Position 2 :]

Other Preferences -

| E
L ——
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LTM — Request Leave of Absence

5. To request a new leave of absence: a. On the Leave of Absence panel, click the Request Leave
button.

COLLEEN MCDUFFEE's Profile

rd Change Name

r

At A Glance [ [5x Print to File ¥ Work Assignments
Work Assignments Organization
9 My Direct Supervisor My Indirect Supervisor
Personal Informati... Unit
Compensation Yes 2005 PARALEGAL T No resources assigned
Work Preferences .
¥

Talent Profile -

~a; Request Leave Cancel Request 5 Print to File ¥ Leave Of Absence

FMLA-Self 10/23/2012 11/11/2012 Completed

Personal Leave Without Pay 01/01/2013 Requested

6. To request a new leave of absence: b. Using the table that follows as reference, fill out the form. c.

Click Actions > Save.

|Act\'oms ~ | Options » =
Save
Save and New on [PERSONAL '] [ Personal ]

Select pe [PERSDNAL '] [Persﬂnal ]

*Beginning Of Leave |11/15/2012 E&]
*Estimated Return

Additional Information

State of New Hampshire 4. SONH_LTM_Employee Request Leave of Page 3 of 4
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LTM — Request Leave of Absence

7. To cancel a leave request: b. Click the leave request. c. Click the Cancel Request button.

COLLEEN MCDUFFEE's Profile

rd Change Name

r

At A Glance [ [5x Print to File ¥ Work Assignments
Work Assignments [y ——
9 My Direct Supervisor My Indirect Supervisor

Personal Informat... Unit
Compensation Yes 2005 PARALEGAL T No resources assigned
Work Preferences .
Talent Profile

~a Request Leave [|X Cancel Request | [ Print to File ¥ Leave Of Absence

FMLA-Self 10/23/2012 111172012 Completed

Personal Leave Without Pay 01/01/2013 Requested
I‘Fersona\ Personal 11/15/2012 Requested ‘ 1
L

8. To cancel a leave request: d. Enter a Reason code. c. Click OK.

*Cancel Leave Of Absence COLLEEN MCDUFFEE-13411

Options » Related v [ &

Reason [ '] [

Comment

You have successfully completed this task.

State of New Hampshire 4. SONH_LTM_Employee Request Leave of Page 4 of 4
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LTM — Work Assignment — View Details for
Current

Purpose: Employees will use the NH FIRST Employee Space to view details on their current
work assignment.

Use the NH FIRST Rich Client to view details on their current work assignment.

1. Click on the NH FIRST Rich Client icon . Login using your username and password.

LAWS®N lawtaint | COLLEEN MCDUFFEE

Calendar
|

Employee

2. From the canvas, double-click the Employee icon:

Employee

State of New Hampshire 5. SONH_LTM_Employee_Work Assignment - Page 1 of 4
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LTM — Work Assignment — View Details for Current

3. Click My Profile.

Employee

(T vy
| = w Ol
5 ——a
My Reviews Manage Goals

My Development
A
B= % 2E%)
D AL
Find A Coworker Life Events Opponunities

4. Click the Work Assignments tab.

COLLEEN MCDUFFEE's Profile

# Change Name

- f =
At A Glance COLLEEN MCDUFFEE - 10346 N
catherine milarion@nh.gov Pay Rate 21.9200 USD
Work Assignments
Employment ID 13411 Percent Fit 0.00%
Personal Informati... Organization Unit DIV OF PUBLIC PROTECTION Waork Phone -

Compensation Location JUSTICE DEPARTMENT

Work Preferences

Talent Profile

Direct Supervisor -

Dates & Service

Years Of Service 29.39

Work Preferences

Start Date 06/27/1983

Adjusted Start Date 06/27/1983

Adjusted Years Of Service 0.00

Travel | Not Applicable B8g

Birthdate 12/07
Anniversary Date 06/27/1983

Preferred Positions

Position 1

Relocate | Not Applicable 8
International Assignment | Not Applicable &g Position 2 :]

Position 3

Other Preferences -

| E
[
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5. Inthe Work Assignments panel, double click the work assignment to view.

COLLEEN MCDUFFEE's Profile

rd Change Name

_ f
At A Glance [ [5x Print to File ¥  Work Assignments
Work Assignments

Organization
Unit

Yes 2005 PARALEGAL T No resources assigned

Paosition My Direct Supervisor My Indirect Supervisor

Personal Informati...

Compensation

Work Preferences .

Talent Profile

{ ~a Request Leave X Cancel Request [ Print to File ¥ Leave Of Absence

FMLA-Self 10/23/2012 111172012 Completed
Personal Leave Without Pay 01/01/2013 Requested —
Personal Personal 11/15/2012 Requested f

6. To view a description of the current work assignment, click the Position Description tab.

COLLEEN MCDUFFEE's Work Assignment Profile

Actions + Options v Related «

R |

Overview COLLEEN MCDUFFEE - 10346

Pay Rate 21.9200 USD Compensation Profile

I Position Description

Work Assi Information

Position Histol
O Y Position PARALEGAL I Preferred Job Title -

Is Primary Yes Work Country United States
Organization Unit 2005 Organization Unit Description DIV OF PUBLIC PROTECTION
Company GENERAL FUND Job PARALEGAL I
Accounting Unit CRIMINAL JUSTICE
Account Regular Officers And Employees
Activity -
Account Category -
Location JUSTICE DEPARTMENT

Supervisors
Manager No resources assigned 9U260--10 TOP LEVEL
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7. Position description detail displays.

COLLEEN MCDUFFEE's Work Assignment Profile

Actions » Options = Related =

Overview Summary Responsibilities Other Information B
Position Descript...

Position History Detailed Responsibilities
Competencies And Skills

Nonessential:
* Requires explaining facts, interpreting situations, or advising individuals of alternative or appropriate courses of action. This level also requires interviewing or eliciting information from state
employees or members of the general public.
* Requires coerdinating a combination of diverse job functions in order to integrate professienal and technical agency goals. This level also requires considerable judgment to implement a
sequence of operations or actions.
* Requires responsibility for contributing to immediate, ongoing agency objectives by facilitating the direct provision of services to the public or other state agencies. Errors at this level result in
inaccurate reports or invalid test results and require a significant investment of time and resources to detect.
* Requires objective assessment in analyzing and developing new work methods and procedures subject to periodic review and in making decisions according to established technical,
professional or administrative standards.
* Requires knowledge of business practices and procedures or technical training in a craft or trade, including working from detailed instructions, to apply knowledge in a variety of practical
situations.
* Requires light work, including continuous walking or operating simple equipment for extended periods of time as well as occasional strenuous activities such as reaching or bending.
* Requires skill in developing formats and procedures for special applications OR in investigating and reviewing the use of equipment and data for a specialized function.
* Requires direct supervision of other employees doing related or similar work, including scheduling work, recommending leave, reviewing work for accuracy, performance appraisal, or
interviewing applicants for position vacancies.
* Requires performing regular job functions in a controlled environment with minimal exposure to disagreeable job elements and little risk to hazard to physical or mental health.

Education

Nonessential:
* Associate's Degree

You have successfully completed this task.
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LTM — Add/Update Education & Credentials

Purpose: Employee will use NH FIRST Employee Space to add and update education and
credentials

Use the NH FIRST Rich Client to add and update education and credentials

1. Click on the NH FIRST Rich Client icon . Login using your username and password.

LAVWS®N lawtaint | COLLEEN MCDUFFEE
Calendar
|
Employee

EF
4 November ¥ ¢

2. From the canvas, double-click the Employee icon:

Employee
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3. Click My Profile

My Reviews Manage Goals

My Development My Mentors

— -~
A == # =
B = _ T o
b ] —= R = o ";
C \ AL
Find A Coworker Life Events Opportunities Take Notes To Do

4. Click the Talent Profile tab.
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COLLEEN MCDUFFEE's Profile

# Change Name

f

At A Glance

Work Assignments
Personal Informati...
Compensation

Work Preferences

Talent Profile

COLLEEN MCDUFFEE - 10346

catherine.milarion@nh.gov

Employment ID 13411

Organization Unit DIV OF PUBLIC
PROTECTION

Location JUSTICE DEPARTMENT

Direct Supervisor -

Pending Mame Changes

Dates & Service

Start Date 06/27/1983
Years Of Service 29.40

Work Preferences

Travel | Not Applicable BB

Adjusted Start Date 06/27/1983
Adjusted Years Of Service 0.00

Pay Rate 21.9200 USD
Percent Fit 0.00%
Work Phone -

Birthdate

Anniversary Date

Preferred Positions

Relocate | Mot Applicable BB
International Assignment | Not Applicable BRe

5. To add a new Education,
a.

COLLEEN DUFFEE's Profile

On the Education panel, click Create

V4 Change Name

Position 2

At A Glance

[ Create |

(<4

Waork Assignments
Education

Specialization

Personal Informati...

Institution

Compensation Associate’s Degree Audiclogy Albertus Magnus Co.. No
Work Preferences ‘Masler's Degree Business Administrat... Briarwood College Mo Mo -
¥
Talent Profile -
0 Create ¥ Employment History

Company Job Title

No Data Available

-
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LTM — Add/Update Education & Credentials

b. Fill out the form with the information in the table
Education For COLLEEN DUFFEE-13411

Save

Either Select Education Or Enter Other

Either Select Education Specialization Or Enter Other Specialization

Education Specialization [

Completion Date

Education Rating

Either Select Education Institution Or Enter Other Institution And Address

Reason [

Education [

Other [ ]

Other Specialization [ ]

Maonth D Year

[DIn Process

Education Rating :
Education nstiution [ 7]

Other Institution [ ]

Country Of Address E

Address [ ]

[ J
[ ] -

Field Value

Reason Select a reason for adding the education

Education Select the education. If the education is not listed, use the Other field.
Education Select the education specialization. If the education specialization is not

Specialization

listed, use the Other field.

Completion Date

If the education has been completed, select the date the education was
completedfrom the calendar, or enter the date the skill was acquired in the
format MMDDYYYY or MM/DD/YYYY

In Process

Click the checkbox if the education is in process.

Education Institution

Select the education institution. If the education institution is not listed, use
the Other field.

Attachment Enter a description of the attachment. If left blank, defaults with the
Description attachment file name.
File Name

Attach pertinent documentation, if necessary

c. Enter Comments
d. Click Save.

State of New Hampshire

6. SONH_LTM_Add Update Education Credentials
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LTM — Add/Update Education & Credentials

*Education For COLLEEN DUFFEE-13411
Save

State Province D
Postal Code :

County [

Attachment

Description [ ]

enane | o]

Comments

MNew degree completed

-

The new education is routed to the HR Administrator for validation.
6. To update an existing Education,
a. On the Education panel, double click to open the education to update

State of New Hampshire 6. SONH_LTM_Add Update Education Credentials
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COLLEEN DUFFEE's Profile

4 Change Name

At & Glance D TrEATE

Work Assignments

Persanal Informati...

Education Essen...| Specialization Institution

Compensation Associate's Degree Audiology Albertus Magnus Co.. Mo Yes

Work Preferences Wﬁn_&mmma_amnmm_m_m_E
Talent Profile

[ Create ¥

Employment History

MNo Data Available

b. Update the information, as necessary.
c. Click Save
*Education For COLLEEN DUFFEE-13411

Save

Company Job Title

-

Reason ’ DEGREE COMPLETION  + ] ’ Degree Completed

Either Select Education Or Enter Other

Education ’ Master's Degree -

Other ’

Either Select Education Specialization Or Enter Other Specialization

Education Specialization ’ Business Administration -

QOther Specialization [ ]

Completion Date

Month Year

T in Process

Education Rating

7. To add a new Credential,
a. On the Credentials panel, click Create

Education Rating -

State of New Hampshire 6. SONH_LTM_Add Update Education Credentials
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LTM — Add/Update Education & Credentials

COLLEEN MCDUFFEE's Profile

# Change Name

At A Glance [ Create ¥ Credentials

Waork Assignments

Credential

Personal Informati...
Compensation

Work Preferences

Talent Profile

No Data Available

b. Fill out the form with the information in the table

Credential For COLLEEN MCDUFFEE-13411

Save

Reason ’ '] =

Either Select Credential Or Enter Other

Credential ’ D]

Other ’

Credential Number And Dates

Credential Number ’ ]

*Original Credential Date
Most Recent Renewal Expiration Date

Mext Renewal Date - MNext Expiration Date - Renewal Cycle -

Either Select Credential Source Or Enter Other Source

Credential Source [ D]
Other Source ’ l
Attachment
Descriition -
Field Value

State of New Hampshire 6. SONH_LTM_Add Update Education Credentials Page 7 of 10
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Reason Select a reason for adding the credential
Credential Select the Credential
Other If the credential is not available in the above list, enter another credential

Credential Number

If applicable, enter the credential number

Original Credential
Date

Select the date the credential was acquired from the calendar, or enter the
date the credential was acquired in the format MMDDYYYY or
MM/DD/YYYY

Most Recent

Select the date the credential was most recently renewed from the

Renewal calendar, or enter the date the credential was most recently renewed in the
format MMDDYYYY or MM/DD/YYYY
Expiration Select the date the credential will expire from the calendar, or enter the

date the credential will expire in the format MMDDYYYY or MM/DD/YYYY

Credential Source

Select where the credential was acquired

Other Source

If the qualification source is not available in the above list, enter another
qualification source

Attachment Enter a description of the attachment. If left blank, defaults with the
Description attachment file name.
File Name

Attach pertinent documentation, if necessary

c. Enter Comments
d. Click Save.

*Credential For COLLEEN MCDUFFEE-13411

feason | NEW CREDENTIAL +| New Credential

Either Select Credential Or Enter Other

Credential | BARBER'S LICENSE | NH Barber's License

Other I

Credential Number And Dates

Credentil number [ )
*Original Credential Date
Most Recent Renewal Expiration Date
Next Renewal Date - Next Expiration Date - Renewal Cycle -
Either Select Credential Source Or Enter Other Source
Credential Source S
Other Source I ]
Attachment
Description I ]
File Name I IM'

Comments

_

The new credential is routed to the HR Administrator for validation.

8. To update an existing Credential,
a. On the Skills panel, double click to open the credential to update

State of New Hampshire

6. SONH_LTM_Add Update Education Credentials
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COLLEEN MCDUFFEE's Profile

# Change Name

At A Glance 0 Create ¥ Credentials

Work Assignments

Credential | Essent... | Expira...| Vali...

Personal Informati...

. MH Barber's License Mo
Compensation

Work Preferences

Talent Profile

Refreshing...

b. Update the information, as necessary.

c. Click Save

Other [

Credential Number And Dates

*Original Credential Date | 11/18/2012 E5)
Maost Recent Renewal | 11/18/2012 = Expiration Date

Mext Renewal Date - Next Expiration Date - Renewal Cycle -
Either Select Credential Source Or Enter Other Source

Credential Source

|

Other Source [ ]

Attachment

Description [test attachment.txt I

File Name {test attachment.txt II

Comments

attaching documents

You have successfully completed this task.
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LTM — Job Cart

Purpose: Employees will use the NH FIRST Employee Space to view their job cart.

Use the NH FIRST Rich Client to view their job cart.

1. Click on the NH FIRST Rich Client icon . Login using your username and password.

LAWSSN lawtaint | COLLEEN MCDUFFEE ok

Calendar
|

Employee

2. From the canvas, double-click the Employee icon:

Employee

State of New Hampshire 7. SoNH_LTM_Employee Job Cart Page 1 of 6
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3. Click Opportunities.

Lo it ——
2 et et . i
sy it

My Reviews Manage Goals

My Development My Mentors
A i /
=5 —r -’f‘
= —r # ‘g/’
- 1Y
Find A Coworker Life Events Opponunities Take Notes To Do

4. To locate the job you saved, click the My Job Cart tab.

Job Opportunities

Options = ¢

Search I My Job Cart I My Applications

| Actions * Options * Related * [J ¥  Available Johs‘ [Actions ~ Options * Related * [ B jol
— | b | ] ‘
Location [ ’] Category [ ’] P e

11/14/2012 ADMINISTRATOR 1 US:NH:CONCORD

|11/15/‘2012 FINANCIAL DATA ADMINISTRATOR 1 US:NH:CONCORD

4 | Location

.

- - ¥
Date = 11/08/2012 LEGAL ASSISTANT US:NH:CONCORD -
10/18/... ADMINISTRATIVE SECRETARY = US:NH.CONCORD [Actions ~ Options * Related = D B p Hot Jnhsl
11/05/.. ADMINISTRATIVE SECRETARY US:NH.CONCORD

11/14/.. ADMINISTRATOR I US:NH:CONCORD “ |Location
10/18/... ASSISTANT ADMINISTRATOR | US:NH:CONCORD
10/29... FACILITIES SPECIALIST 1 US:NH:CONCORD
10/11/... FINANCIAL DATA ADMINT | US:NH:CONCORD No Data Available
10/08... FINANCIAL DATA ADMINIST... | US:NH:CONCORD
11/15/... FINANCIAL DATA ADMINIST... | US:NH:CONCORD

11/08/... LEGAL ASSISTANT US:NH:.CONCORD

State of New Hampshire 7. SONH_LTM_Employee_Job Cart Page 2 of 6
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5. Double click a job to view the details.

Job Opportunities

Options = ¢

Search My Job Cart My Applications

[Actlons ~ Options * Related ~ = ® 0O My Job Car‘tl

Description Location Category ‘ |

LEGAL ASSISTANT US:NH:CONCORD

60 ADMINISTRATOR I USINH:CONCORD

16 FACILITIES SPECIALIST I USNH:CONCORD Apply Now

“

6. To view an application for a job, click View Application.

tions » Options » Related =

LEGAL ASSISTANT(Job Id 49)
Location US:NH:CONCORD Employment Type Classified FT Seasonal w/Ben

Category - Salary Negotiable
Post Date 11/08/2012 Close Date -
Description

Summary:

To coordinate and organize legal research and court cases for a legal bureau and to supervise secretarial support staff in a legal work unit.
Responsibilities:

* Supervises and coordinates secretarial support functions in a legal wark unit, ensuring timely completion of work.

* Investigates and provides written responses to complaints and other inquiries.

* Composes various correspondence and types letters, memoranda, pleadings, and proposed legislation.

* Determines when files are to be archived, and sends and maintains document list for best utilization of office filing space.

* Prepares briefs, including proofreading, checking citations for correct format and preparation of tables and contents in compliance with court rules.
* Maintains records of all monies received in the bureau, and provides information for the issuance of monies pursuant to settlements or refunds.

* Conducts research and organizes legal materials referred to the legal work unit to assist agency administrators in case management. -
*Monitors policies and procedures to foster the efficient operation of the bureau.

* Coordinates software with other agency computer systems and trains staff in usage, including producing glossaries.

* Receives, reviews and assigns petitions, ensuring court deadlines are met

Other information:

MINIMUM QUALIFICATIONS

EDUCATION:

EXPERIENCE:
Five years' experience as a Legal Secretary, paralegal or in an area, which provided experience with legal terminclogy. Each additional year of approved work experience may be substituted for one year of required

State of New Hampshire 7. SONH_LTM_Employee_Job Cart Page 3 of 6
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7. Several form tabs display on the left, enabling you to access additional information. When you are

finished, close H windows until you return to the Job Opportunities form.

LEGAL ASSISTANT Application For COLLEEN MCDUFFEE

[ Review Application

Status New Employee Number 13411 Source In House Posting within my Agency
Job ID 49 Years Of Service 29.39 Referring Source -
- =
Position Detail LEGAL ASSISTANT (Job Id 49)
Contact Info Location - Work Type SONH
Category - Salary Negotiable
Preferences

Post Date 11/08/2012 Closed Date -
Current Details

Talent Attributes Description

Summary:

To coerdinate and organize legal research and court cases for a legal bureau and to supervise secretarial support staff in a legal work unit.
Responsibilities:

* Supervises and coordinates secretarial support functions in a legal work unit, ensuring timely completion of work.

*Investigates and provides written responses to complaints and other inquiries.

* Composes various correspondence and types letters, memoranda, pleadings, and proposed legislation.

* Determines when files are to be archived, and sends and maintains document list for best utilization of office filing space.

* Prepares briefs, including proofreading, checking citations for correct format and preparation of tables and contents in compliance with court rules.
* Maintains records of all monies received in the bureau, and provides information for the issuance of monies pursuant to settlements or refunds.
* Conducts research and organizes legal materials referred to the legal work unit to assist agency administrators in case management.

* Monitors policies and procedures to foster the efficient operation of the bureau.

* Coordinates software with other agency computer systems and trains staff in usage, including producing glossaries.

* Receives, reviews and assigns petitions, ensuring court deadlines are met

Other information:

MINIMUM QUALIFICATIONS

EDUCATION:

Resume / CV

8. To apply for a job, click Apply Now.

pportunities

ons » &

Search My Job Cart My Applications

{Actioms ~ Options * Related ~ = ® O My Job Cart]

Description
49 LEGAL ASSISTANT US:NH:CONCORD
60 ADMINISTRATOR IT US:NH:CONCORD

16 FACILITIES SPECIALIST I US:NH:CONCORD

State of New Hampshire 7. SONH_LTM_Employee_Job Cart Page 4 of 6
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9. Complete and Submit the application.

Application For FACILITIES SPECIALIST I

Save

Review

Information from your Employee Profile will be used during this application.
Click the link below to update/enhance your existing Employee Profile. If your profile is current, proceed to the next step.

View / Update

Additional Profile Options

For this application, you have the option to enhance the following information (this does not update your existing Employee Profile).
By selecting any or all of the following, you will be prompted to update this i ion later in the application process:
[ work Preferences

[C) Employment and Education History

[0 competencies, Credentials and Achievements

You have successfully completed this task.

State of New Hampshire 7. SoNH_LTM_Employee Job Cart Page 5 of 6
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Purpose: Employees will use the NH FIRST Employee Space to view their job cart.

Use the NH FIRST Rich Client to view their job cart.

1. Click on the NH FIRST Rich Client icon . Login using your username and password.

LAWSSN lawtaint | COLLEEN MCDUFFEE ok

Calendar
|

Employee

2. From the canvas, double-click the Employee icon:

Employee

State of New Hampshire 8. SoONH_LTM_Employee_ Job Cart Page 1 of 6
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3. Click Opportunities.

Lo it ——
2 et et . i
sy it

My Reviews Manage Goals

My Development My Mentors
A i /
=5 —r -’f‘
= —r # ‘g/’
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Find A Coworker Life Events Opponunities Take Notes To Do

4. To locate the job you saved, click the My Job Cart tab.

Job Opportunities

Options = ¢

Search I My Job Cart I My Applications

| Actions * Options * Related * [J ¥  Available Johs‘ [Actions ~ Options * Related * [ B jol
— | b | ] ‘
Location [ ’] Category [ ’] P e

11/14/2012 ADMINISTRATOR 1 US:NH:CONCORD

|11/15/‘2012 FINANCIAL DATA ADMINISTRATOR 1 US:NH:CONCORD

4 | Location

.

- - ¥
Date = 11/08/2012 LEGAL ASSISTANT US:NH:CONCORD -
10/18/... ADMINISTRATIVE SECRETARY = US:NH.CONCORD [Actions ~ Options * Related = D B p Hot Jnhsl
11/05/.. ADMINISTRATIVE SECRETARY US:NH.CONCORD

11/14/.. ADMINISTRATOR I US:NH:CONCORD “ |Location
10/18/... ASSISTANT ADMINISTRATOR | US:NH:CONCORD
10/29... FACILITIES SPECIALIST 1 US:NH:CONCORD
10/11/... FINANCIAL DATA ADMINT | US:NH:CONCORD No Data Available
10/08... FINANCIAL DATA ADMINIST... | US:NH:CONCORD
11/15/... FINANCIAL DATA ADMINIST... | US:NH:CONCORD

11/08/... LEGAL ASSISTANT US:NH:.CONCORD

State of New Hampshire 8. SONH_LTM_Employee_Job Cart Page 2 of 6
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5. Double click a job to view the details.

Job Opportunities

Options = ¢

Search My Job Cart My Applications

[Actlons ~ Options * Related ~ = ® 0O My Job Car‘tl

Description Location Category ‘ |

LEGAL ASSISTANT US:NH:CONCORD

60 ADMINISTRATOR I USINH:CONCORD

16 FACILITIES SPECIALIST I USNH:CONCORD Apply Now

“

6. To view an application for a job, click View Application.

tions » Options » Related =

LEGAL ASSISTANT(Job Id 49)
Location US:NH:CONCORD Employment Type Classified FT Seasonal w/Ben

Category - Salary Negotiable
Post Date 11/08/2012 Close Date -
Description

Summary:

To coordinate and organize legal research and court cases for a legal bureau and to supervise secretarial support staff in a legal work unit.
Responsibilities:

* Supervises and coordinates secretarial support functions in a legal wark unit, ensuring timely completion of work.

* Investigates and provides written responses to complaints and other inquiries.

* Composes various correspondence and types letters, memoranda, pleadings, and proposed legislation.

* Determines when files are to be archived, and sends and maintains document list for best utilization of office filing space.

* Prepares briefs, including proofreading, checking citations for correct format and preparation of tables and contents in compliance with court rules.
* Maintains records of all monies received in the bureau, and provides information for the issuance of monies pursuant to settlements or refunds.

* Conducts research and organizes legal materials referred to the legal work unit to assist agency administrators in case management. -
*Monitors policies and procedures to foster the efficient operation of the bureau.

* Coordinates software with other agency computer systems and trains staff in usage, including producing glossaries.

* Receives, reviews and assigns petitions, ensuring court deadlines are met

Other information:

MINIMUM QUALIFICATIONS

EDUCATION:

EXPERIENCE:
Five years' experience as a Legal Secretary, paralegal or in an area, which provided experience with legal terminclogy. Each additional year of approved work experience may be substituted for one year of required

State of New Hampshire 8. SONH_LTM_Employee_Job Cart Page 3 of 6
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7. Several form tabs display on the left, enabling you to access additional information. When you are

finished, close H windows until you return to the Job Opportunities form.

LEGAL ASSISTANT Application For COLLEEN MCDUFFEE

[ Review Application

Status New Employee Number 13411 Source In House Posting within my Agency
Job ID 49 Years Of Service 29.39 Referring Source -
- =
Position Detail LEGAL ASSISTANT (Job Id 49)
Contact Info Location - Work Type SONH
Category - Salary Negotiable
Preferences

Post Date 11/08/2012 Closed Date -

Current Details
Talent Attributes Description

Summary:

To coerdinate and organize legal research and court cases for a legal bureau and to supervise secretarial support staff in a legal work unit.
Responsibilities:

* Supervises and coordinates secretarial support functions in a legal work unit, ensuring timely completion of work.

*Investigates and provides written responses to complaints and other inquiries.

* Composes various correspondence and types letters, memoranda, pleadings, and proposed legislation.

* Determines when files are to be archived, and sends and maintains document list for best utilization of office filing space.

* Prepares briefs, including proofreading, checking citations for correct format and preparation of tables and contents in compliance with court rules.
* Maintains records of all monies received in the bureau, and provides information for the issuance of monies pursuant to settlements or refunds.
* Conducts research and organizes legal materials referred to the legal work unit to assist agency administrators in case management.

* Monitors policies and procedures to foster the efficient operation of the bureau.

* Coordinates software with other agency computer systems and trains staff in usage, including producing glossaries.

* Receives, reviews and assigns petitions, ensuring court deadlines are met

Other information:

MINIMUM QUALIFICATIONS

EDUCATION:

Resume / CV

8. To apply for a job, click Apply Now.

Job Opportunities

Options = ¢

Search My Job Cart My Applications

{ Actions ¥ Options ¥ Related ¥ =] ® 0O My Job Cart]
Job Descl Category

49 LEGAL ASSISTANT US:NH:.CONCORD

&0 ADMINISTRATOR I US:NH:CONCORD

16 FACILITIES SPECIALIST [ US:NH:CONCORD

State of New Hampshire 8. SONH_LTM_Employee_Job Cart Page 4 of 6
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9. Complete and Submit the application.

Application For FACILITIES SPECIALIST I

Save

Review

Information from your Employee Profile will be used during this application.
Click the link below to update/enhance your existing Employee Profile. If your profile is current, proceed to the next step.

View / Update

Additional Profile Options

For this application, you have the option to enhance the following information (this does not update your existing Employee Profile).
By selecting any or all of the following, you will be prompted to update this i ion later in the application process:
[ work Preferences

[C) Employment and Education History

[0 competencies, Credentials and Achievements

You have successfully completed this task.
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Purpose: Employees will use the NH FIRST Employee Space to view their applications.

Use the NH FIRST Rich Client to view their applications.

1. Click on the NH FIRST Rich Client icon . Login using your username and password.

LAWSSN lawtaint | COLLEEN MCDUFFEE ok

Calendar
|

Employee

{
N oE

2. From the canvas, double-click the Employee icon:

Employee
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3. Click Opportunities.

My Reviews Manage Goals

My Development My Mentors

= “Z
K Z
Find A Coworker Life Events Opponunities Take Notes To Do

4. To locate the job you applied for, click the My Applications tab.

Job Opportunities
Options = ¢
Search My Job Cart I My Applications I
‘ Actions * Options * Related ¥ [ ¥ Available Jobs {A(tions v Options * Related * [ B ® O Recent Jobs]
‘ Keyword [ ] JobID [ « |Location
Location [ '] Category [ R R R
11/14/2012 ADMINISTRATOR TI US:NH:CONCORD
‘11/15;2012 FINANCIAL DATA ADMINISTRATOR I US:NH:CONCORD .
. . ¥

Date + |Location = 11/08/2012 LEGAL ASSISTANT US:NH:CONCORD -
10/18/... ADMINISTRATIVE SECRETARY | US:NH:CONCORD {Actions v Options * Relaed > [ B2 ® O Hot ans]
11/05/... ADMINISTRATIVE SECRETARY  US:NH:CONCORD

0 .
11/14/.. ADMINISTRATOR T US:NH:CONCORD Location

10/18/... ASSISTANT ADMINISTRATOR ~ US:NH:CONCORD
10/29...| FACILITIES SPECIALIST T US:NH:CONCORD
10/11/... FINANCIAL DATA ADMIN T US:NH:CONCORD No Data Available
10/08/...| FINANCIAL DATA ADMINIST... US:NH:CONCORD

11/15/...| FINANCIAL DATA ADMINIST... US:NH:CONCORD

.
.

11/08/...| LEGAL ASSISTANT US:NH:CONCORD

“
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5. To view details of an application, double click the job.

Job Opportunities

Options = ¢

Search My Job Cart My Appli

ns

{A(tions ~ Options ¥ Related ¥ =} gol My Applications]

Application Date =

Posting Position Location Status Action |

11/12/2012 LEGAL ASSISTANT USINH:CONCORD | New

11/13/2012 PARALEGAL T USINH:.CONCORD  Hire

11/15/2012 ADMINISTRATOR T US:NH:CONCORD  Hire

“ e

6. Note that this form includes several tabs on the left to access additional information.

LEGAL ASSISTANT Application For COLLEEN MCDUFFEE

[ Review Application

Status New Employee Number 13411 Source In House Posting within my Agency
Job ID 49 Years Of Service 0.00 Referring Source -
- =
Position Detail LEGAL ASSISTANT (Job Id 49)
Contact Info Location - Work Type SONH
Category - Salary Negotiable
Preferences

Post Date 11/08/2012 Closed Date -
Current Details

Talent Attributes Description

Summary:
To coordinate and organize legal research and court cases for a legal bureau and to supervise secretarial support staff in a legal work unit.
) e
* Supervises and coordinates secretarial support functions in a legal work unit, ensuring timely completion of work.
*Investigates and provides written responses to complaints and other inquiries.
* Composes various correspondence and types letters, memoranda, pleadings, and proposed legislation.
* Determines when files are to be archived, and sends and maintains document list for best utilization of office filing space.
* Prepares briefs, including proofreading, checking citations for correct format and preparation of tables and contents in compliance with court rules.
* Maintains records of all monies received in the bureau, and provides information for the issuance of monies pursuant to settlements or refunds.
* Conducts research and organizes legal materials referred to the legal work unit to assist agency administrators in case management.
* Monitors policies and procedures to foster the efficient operation of the bureau.
* Coordinates software with other agency computer systems and trains staff in usage, including producing glossaries.
* Receives, reviews and assigns petitions, ensuring court deadlines are met
Other information:
MINIMUM QUALIFICATIONS
EDUCATION:

Resume / CV
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You have successfully completed this task.
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