
 

 

WORKING TITLE Administrative Assistant to Director of AIPS 

PAYROLL CLASSIFICATION Administrative Support Assistant (N2202/N2203) 

DEPARTMENT 



• Possess knowledge of correct grammar, spelling, and punctuation is required;   
• Must be a self-starter and have the ability to work without direct supervision;  
• Must be dependable, detail oriented and organized; 
• Must demonstrate outstanding customer service skills;  
• Must have the ability to communicate effectively in an ethnically and culturally diverse environment and be able to 

apply new knowledge/information in a complex organizational structure;  
 
Must be able to accept constructive criticism, prioritize workload, be professional and dependable, interact positively with 
others and possess a friendly and outgoing personality. Regular, punctual attendance required. This position is employed 
through the CSULB Research Foundation. Employment is at-will.  
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APPLICANT AFFIRMATIVE ACTION INFORMATION FORM
VOLUNTARY

Thank you for your interest in employment with our Company.  The following questions about your race and gender and Protected 

Veteran status are included only because of government regulations.  As an Equal Opportunity Employer, the Company does not use 

�W�K�L�V�� �L�Q�I�R�U�P�D�W�L�R�Q�� �L�Q�� �L�W�V�� �H�P�S�O�R�\�P�H�Q�W�� �G�H�F�L�V�L�R�Q�V���� �V�R�� �Z�K�H�W�K�H�U�� �R�U�� �Q�R�W�� �\�R�X�� �U�H�W�X�U�Q�� �W�K�L�V�� �I�R�U�P�� �K�D�V�� �Q�R�� �H�‡�H�F�W�� �R�Q�� �\�R�X�U�� �D�S�S�O�L�F�D�W�L�R�Q���� �7�R�� �W�K�H�� �H�[�W�H�Q�W��

we are a government contractor subject to the Vietnam Era Veterans� Readjustment Assistance Act of 1974, as amended by the Jobs 

�I�R�U�� �9�H�W�H�U�D�Q�V���$�F�W�� �R�I�� ������������ �Z�H�� �F�R�P�S�O�\�� �Z�L�W�K�� �U�H�T�X�L�U�H�P�H�Q�W�V�� �W�R�� �W�D�N�H�� �D�ˆ�U�P�D�W�L�Y�H�� �D�F�W�L�R�Q�� �U�H�J�D�U�G�L�Q�J�� �W�K�H�� �H�P�S�O�R�\�P�H�Q�W�� �R�I���� �D�Q�G�� �D�G�Y�D�Q�F�H�P�H�Q�W�� �L�Q��

�H�P�S�O�R�\�P�H�Q�W���R�I�����T�X�D�O�L�¿�H�G���3�U�R�W�H�F�W�H�G���9�H�W�H�U�D�Q�V�����G�L�V�D�E�O�H�G���Y�H�W�H�U�D�Q�V�����D�F�W�L�Y�H���G�X�W�\���Z�D�U�W�L�P�H���R�U���F�D�P�S�D�L�J�Q���E�D�G�J�H���Y�H�W�H�U�D�Q�V�����$�U�P�H�G���)�R�U�F�H�V���V�H�U�Y�L�F�H��

medal veterans, and recently separated veterans).  If you come within any of those categories, and would like to be included in our 

�D�ˆ�U�P�D�W�L�Y�H�� �D�F�W�L�R�Q�� �S�U�R�J�U�D�P���� �\�R�X�� �P�D�\�� �W�H�O�O�� �X�V�� �Q�R�Z�� �R�U�� �D�W�� �D�Q�\�� �W�L�P�H�� �L�Q�� �W�K�H�� �I�X�W�X�U�H���� �� �:�H�� �D�O�V�R�� �L�Q�Y�L�W�H�� �\�R�X�� �W�R�� �W�H�O�O�� �X�V�� �Q�R�Z���� �R�U�� �D�W�� �D�Q�\�� �W�L�P�H�� �L�Q�� �W�K�H��

future, about any reasonable accommodations that you believe we could make which would better enable you to perform the essential 



VETERAN STATUS

a. Status: Select one of the following

�,���L�G�H�Q�W�L�I�\���D�V���R�Q�H���R�U���P�R�U�H���R�I���W�K�H���F�O�D�V�V�L�¿�F�D�W�L�R�Q�V���R�I���3�U�R�W�H�F�W�H�G���9�H�W�H�U�D�Q���O�L�V�W�H�G���E�H�O�R�Z��

I identify as a veteran, just not a Protected Veteran.

I am not a veteran.

I do not wish to self-identify.

b. Protected Veterans are described as:

Disabled Veteran

Veteran entitled to VA-administered disability compensation for, or discharged from active duty because of, a 
service-connected disability, or who would be so entitled but for receipt of military retired pay.

Active Duty Wartime or Campaign Badge Veteran

�9�H�W�H�U�D�Q���Z�K�R���V�H�U�Y�H�G���R�Q���D�F�W�L�Y�H���G�X�W�\���G�X�U�L�Q�J���D���Z�D�U���R�U���D���F�D�P�S�D�L�J�Q���R�U���H�[�S�H�G�L�W�L�R�Q���I�R�U���Z�K�L�F�K���D���F�D�P�S�D�L�J�Q���E�D�G�J�H��
has been authorized.  List of eligible campaigns can be found at �K�W�W�S�������Z�Z�Z���R�S�P���J�R�Y���V�W�D�ˆ�Q�J�S�R�U�W�D�O���Y�J�P�H�G-
al2.asp.

Armed Forces Service Medal Veteran

Veteran who, while on active duty, participated in a military operation for which an Armed Forces Service 
�0�H�G�D�O���Z�D�V���D�Z�D�U�G�H�G���S�X�U�V�X�D�Q�W���W�R���(�[�H�F�����2�U�G�H�U���1�R����������������

Recently Separated Veteran

Veteran who served on active duty and was discharged or released from active duty within the last three 
years.

Please submit completed form with your resume and employment application to: 

CSULB Research Foundation, Human Resources

• By Mail/Delivery: �����������6�W�D�W�H���8�Q�L�Y�H�U�V�L�W�\���'�U�L�Y�H�����6�X�L�W�H�������������/�R�Q�J���%�H�D�F�K�����&�$����������������

• �%�\���&�R�Q�¿�G�H�Q�W�L�D�O���+�5���)�D�[������������������������������������

• By E-mail:���)�1�'���+�5�3�$�<�5�2�/�/�#�&�6�8�/�%���(�'�8�����S�X�W���-�R�E�����L�Q���W�K�H���6�X�E�M�H�F�W���O�L�Q�H��
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