
Administrative Clerk II
Stanislaus County - Various Departments

Stanislaus County 

now offers an employee 
bonus worth up to 
$10,000 or 21

additional days of
leave time!*

*See inside for details

$48,380 - $72,550 Annually

Apply by April 30, 2025 or after 150 applications received. 

Confidential Assistant III (Risk Analyst)       
Chief Executive Office

Stanislaus County 

now offers an employee 
bonus worth up to 
$10,000 or 21

additional days of
leave time!*

*See inside for details



Stanislaus County Chief Executive Office - Human Relations division is inviting applications from qualified

applicants to join the Risk Management Team in supporting Countywide safety functions.

Under the direction of the Safety and Risk Management Supervisor, the Risk Analyst plays a key role in

managing the County’s insurance and liability claims processes. This position supports the planning,

coordination, and implementation of risk management initiatives related to claims administration, insurance

coverage, and liability assessment in accordance with Merit System rules and County policies. The role

requires strong attention to detail, the ability to interpret and apply insurance and liability regulations, and a

proactive approach to resolving complex claim issues.

This is an advanced journey-level classification in which the individual will exercise independent judgment

and initiative while performing a variety of administrative, analytical, and compliance-related duties. The

ideal candidate will be well-versed in safety and risk management practices and demonstrate the ability to

work both independently and collaboratively across departments.

The CEO-Human Relations office believes in creating an environment
that attracts, cultivates, and retains a world-class workforce.

THE POSITION
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THE IDEAL CANDIDATE

Personnel and Human Resources

Confidentiality Principles

County Safety Requirements and

Policies

Law and Government

Microsoft Office Applications

Active Listening and Learning

Reading Comprehension

Critical Thinking

Complex Problem Solving

Professional Communication

Resource Management Skills

Social Skills

Judgement and Decision Making

Attentiveness

Idea Generation and Reasoning

Abilities

Type 35 WPM

Successful candidates for this position will have

exceptional attention to detail, and the ability to

work well in a team-based collaborative

environment. The candidate must be able to

manage their time well and be able to provide high

level administrative support in an organized,

efficient and competent manner. The ideal

candidate will also need to have a can-do attitude,

be a self-starter, and be both flexible and

trustworthy. Having a solid understanding of County

government policies, ordinances, and regulations is

desirable. This role requires a great deal of

adaptability, independent thinking and cooperation.

It is imperative that the candidate enjoys interacting

with people and is always able to demonstrate

excellent interpersonal skills.

For further information on Stanislaus
County's open job opportunities, scan the
QR code or visit www.stanjobs.org

Knowledge/Skills/Abilities

MINIMUM QUALIFICATIONS



Operations &
Benefits 

Risk
Management

Programs &
Standards

Department
Support Unit

Employee
Relations

The CEO-Human Relations Division serves as the definitive leader on Countywide HR and personnel

management. Through HR programs and models, the division develops standards that comply with best

practice hiring guidelines and provides policy direction to all departments. Stanislaus County currently has a

hybrid oversight approach to County direction with a decentralized model for larger departments and a more

centralized model for smaller and medium sized departments. 

The CEO-Human Relations Division consists of five units: 

THE DIVISIONS

THE TYPICAL TASKS

Analyze insurance documentation against contract requirements.

Review insurance certificates submitted by County departments.

Recommend appropriate Exhibit B forms based on risk analysis and contract scope.

Conduct final review and approval of insurance documents to ensure all requirements are met prior to

contract execution.

Communicate with insurance carriers and brokers to confirm coverage details, resolve discrepancies,

and obtain missing documentation.

Receive and log liability claims submitted through the Clerk of the Board.

Respond to inquiries from departments, vendors, and the public regarding the claims process.

Forward claims to third-party administrators and assign them to the appropriate County departments.

Maintain organized files for each claim, including ongoing documentation and communications.

Conduct insurance training sessions for County staff to enhance awareness of contract requirements

and risk policies.

Monitor department compliance with safety and risk-related checklists and procedures.

Provide expert customer service to internal departments.

Administer user access to insurance systems.

Manage various email accounts, responding to daily inquiries and submissions.

Run reports and analyze data related to safety and compliance tracking, using systems such as

PeopleSoft.

Create and maintain efficient electronic and physical filing systems to support accurate recordkeeping

and retrieval.

Perform other duties as assigned.
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Apply today
to join our team &

make a difference in
Stanislaus County

EDUCATION & EXPERIENCE

PATTERN I

Minimum of three (3) years of journey level

clerical experience working in an office

environment

PATTERN II

30 semester units in Business Administration,

Public Administration, Communications,

Human Resources, or a closely related field;

AND

Minimum of two (2) years of journey level

clerical experience working in an office

environment

PATTERN III

Associates Degree in Business Administration,

Public Administration, Communications,

Human Resources, or a closely related field;

AND

Minimum of one (1) year of journey level

clerical experience working in an office

environment

Proof of education is required for verification

purposes at the time of application. Applicants

who are unable to submit proof must call (209)

525-6341 to make other arrangements before 5

pm on the final filing date. Failure to submit proof

or make other arrangements before the final filing

date deadline will result in disqualification. 

MINIMUM

QUALIFICATIONS
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RECRUITMENT INCENTIVES:
Employee Choice Bonus Plan:

Stanislaus County now offers an employee bonus

worth up to $10,000 or 21 additional days of

leave time! Visit stanjobs.org for details.

Career Ladders: 

We offer valuable tools to help plan your career

with Stanislaus County. Find ways to grow and

develop within the organization— from Human

Resources to Public Safety to IT. 

Learning Institute:

Whether you’re a new employee or looking to

acquire new skills, our Learning Institute offers a

chance to take on new challenges and ways to

consistently hone and improve skills.

WELLNESS BENEFITS
The Mission of Club Wellness is to facilitate and

encourage the “good health” of the county

workforce. 

“Good health” is a state of complete physical,

social and mental well-being, and not merely the

absence of disease or infirmity; health is a

resource for everyday life, not the object of living,

and is a positive concept emphasizing social and

personal resources as well as physical

capabilities. The program seeks to increase

awareness and knowledge of all employee

benefits, nurture a team spirit and positive health

behaviors, to motivate employees to adopt

healthier habits and to provide opportunities and

a supportive environment to create positive

lifestyle changes.

COMPENSATION & BENEFITS

Approximate Annual Base Salary:

$48,380.80 - $72,550.40

Annually

The County of Stanislaus provides a

competitive and comprehensive

benefits package for regular full-time

County employees including: 

Excellent retirement benefits (2% at

approximately age 62 formula)

Medical, dental, vision, and basic

term life insurance plans 

2 weeks annual vacation upon

entering County service 

16 additional vacation hours

annually 

96 hours of sick leave annually 12

paid holidays annually 

Optional participation in Flexible

Spending Account programs 

Optional Supplemental Life &

AD&D insurance plans 

Employee Assistance Program 

Details available upon request







CLASSIFICATION INFORMATION

Unless otherwise provided, this position is part of the Unclassified Service of the County and is considered “at-

will” for labor relations purposes.

The individual selected will participate in the Stanislaus County Pay-for-Performance program, as well as

receive additional benefits.

APPLICATION PROCEDURES/FINAL FILING DATE: APPLY BY April 30, 2025 or after 150 applications

Oral Examinations are tentatively scheduled for the week of May 12, 2025

Applications cannot be submitted later than 5:00 p.m. on the final filing date. Make your online application as

complete as possible so a full and realistic appraisal may be made of your qualifications.

Resumes will not be accepted in lieu of a completed application.

Attaching your resume and cover letter are an optional feature for those who wish to do so in addition to

completing the required application. Information on your resume and cover letter will not substitute for the

education, work experience and required fields on the County application. The online County application is the

primary tool used to evaluate your job qualifications.

RECRUITMENT ACCOMMODATIONS

Arrangements may be made to accommodate disabilities and religious convictions. Applicants requiring

testing accommodations are required to complete and submit the Testing Accommodations Request Form prior

to the test administration date. Special arrangements for religious convictions should be included in the

"Additional Information" section of the application form.

GENERAL QUALIFICATIONS

Pass County-paid pre-employment job-related background investigation.

Perform job duties in a manner assuring a safe working environment for oneself and others.

Maintain confidential information according to the legal standards and/or County regulations as required.

APPLICATION AND/OR EXAMINATION APPEAL RIGHTS

Application and/or examination results may be appealed by applicants presenting facts alleging irregularity,

fraud and/or error in application screening or in exam scoring. Appeals must be in writing and submitted to

the Chief Executive Officer within seven (7) days after the examination results are mailed.

DISCLAIMER

Stanislaus County reserves the right to revise the examination plan described in this flyer to better meet the

needs of County service. The provisions of this bulletin do not constitute an express or implied contract. Any

provision contained in this bulletin may be modified or revoked without notice. The information contained in

the bulletin is information which sets forth a general summary of benefits for this respective position. This

information is not legally binding. The benefits and other information regarding this position may be found in

the Stanislaus County Code, the Stanislaus County Personnel Policies manual, or in the applicable

Memorandum of Understanding(s), and such information prevails over information contained in this flyer.

Questions regarding this bulletin may be directed to the Stanislaus County Chief Executive Office/ Human

Resources.
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