TEXAS COMMISSION ON FIRE PROTECTION
QUALIFICATION DATA SHEET
Human Resources
	JOB TITLE AND NUMBER:
	Program Specialist II, Job no. 20161001

	APPLICANT NAME:
	[bookmark: _GoBack]     

	SIGNATURE AND DATE:
(Will be signed at interview)
	
	



INSTRUCTIONS:

1. Important: Before completing this form, please save document to your local computer using the “save as” function. Use your name as a file name for the form (ex: JDoe). 

2. Please explain how you meet each of the minimum qualifications of the position by indicating the place of employment where the experience was gained, the duties performed which demonstrate this type of experience and, the length of time (years or months) or time frame (ex: “from mm/yy to mm/yy”) you spent performing these duties. Use as much space as needed to document your experience. If applicable, state how you meet the preferred qualifications. 

3. Submit the completed data sheet via email or US Mail along with other required documents for this position, to the Human Resources Office (hr@tcfp.texas.gov).

EXAMPLE:

	Two years of store operation experience.

	While employed at ABC department store, I performed customer service duties including: greeting customers and helping them find the perfect suit, taking their measurements to ensure a good fit, and answering their questions about our return policy. I was responsible for cashiering, reconciling cash register, and compiling and recording survey data. I took turns on the cleaning schedule, cleaning and prepping the areas assigned to my shift. I was entrusted with the department key and was responsible for opening and closing the doors promptly during business hours. I attended required training sessions and store meetings, and learned to up-sell the selected promotional items. I worked at ABC full-time for 4 years and two months.




This data sheet is part of your application. It must be submitted with a State of Texas Application for Employment form and any other required document listed on the job posting. If unsure about the required documentation for this position, please review the job posting on our Jobs page. Incomplete applications are not evaluated.


MINIMUM QUALIFICATIONS

	Progressively-responsible experience in communicating, monitoring or auditing, with specific responsibilities for one or more of the following: reviewing, evaluating, classifying, inspecting, and training.  

		     



	Writing and composition proficiency. 

		     



	Proficiency with word-processing, database, internet and email applications.  

		     



	A valid State of Texas driver’s license with an acceptable driving record at time of hire, and the ability to maintain a clear driving record while employed. 

	[bookmark: Text1]	     



	Pass a criminal background check. 

		     




PREFERRED QUALIFICATIONS (if applicable)

	Graduation from an accredited four-year college or university.  

		     



	Knowledge of the fire service and NFPA standards.  

		     



	Familiarity with web based process management and work flow procedures.  

		     



	Experience developing video or podcast instructional information. 
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