Occupational Group:  Office and Administrative Support
Class Group:  Office and Administrative Support
	Class Code
	Class Title
	Occupational Role
	Pay Plan
	Pay Grade

	
	Administrative Associate
	Support 
	Current
	


CONCEPT:

Performs procedural but varied program and/or administrative support duties requiring a good working level of clerical skills.  Applies working knowledge of organizational operations, programs, procedures, and staff, and utilizes a general understanding of other departments’ functions.  Applies experienced clerical skills to the position within assigned functional area.  May adapt procedures, processes and techniques to meet the more complex requirements of the position.  Assignments consist of variety of duties that differ in nature and sequence because of the particular characteristics of each assignment.  Resolves most questions and problems, and refers only the most complex issues to higher levels.  Works under minimal supervision.  Judgment is required in reviewing and assessing situations and making decisions on selecting the most appropriate course of action within the established procedures.

TASKS: 
· Assists clientele in person and on the telephone; explains application procedures and essential eligibility requirements; reviews basic forms and applications for completeness and standardized criteria; and sends out determination notices and contact clientele regarding inconsistent or incomplete information using standard forms and correspondence.
· Schedules appointments and arrange meetings and travel; screen and route mail, memos, submissions, and reports to determine significance and plans their distribution; responds to routine items not requiring the supervisor’s attention; answer telephones, and relay information to others as requested by the supervisor.
· Reads and analyzes incoming memos, submissions, and reports in order to determine their significance and plans their distribution.
· Composes, types, and distributes meeting notes, routine correspondence and reports.

· Uses personal computers for spreadsheet manipulation, word processing, database management and other applications.

· Operates and maintains digital offset photocopiers and other printing equipment (collators, assemblers, binders, etc); adds appropriate toner or chemicals to machines with appropriate paper as necessary; and notifies maintenance contractor of significant equipment problems.
· Maintains and updates complex recordkeeping systems for filing, inventory, accounting, mailing, database, program or other business transactions; processes transactions or documents in accordance with applicable procedures, laws or guidelines; and prepares stand form reports.
· Receives, reviews, codes and processes payment of bills, contracts, invoices and/or checks; maintains fund ledgers, post receipts and disbursements; and prepares stand form reports.

· Creates and processes leave and timesheets for completeness, authorized signatures, correct calculation of hours, adequate leave balances, and attachment of required documentation; enters data in a computerized payroll system; and prepares and forwards time adjustment sheets to HR office for correction.
· Prepare and maintain property and supply inventory records; assign identification tags; perform periodic physical inventory to reconcile agency records; orders, receives, and store supplies, forms and equipment; and prepares and process purchase orders, requisitions, or other documentation.
· Runs cash register or receives payments and fees or valuables at a cashier window or by mail; verifies and figuring amounts, proper identification and/or completion of forms; watches for counterfeit money and unacceptable checks; makes change and issue proper receipts; prepares deposit slips, transmittal and withdrawal requisitions, and other cashier reports, forms, statements, and schedules. 
LEVELS OF WORK:
· Class Group consists of one class.  
MINIMUM REQUIREMENTS:
· Six months of experience in general office, clerical and administrative support.

· Education may be substituted for experience as determined relevant by the agency.
· Some positions may require additional minimum requirements that will be specified on the position description.

CONTRIBUTOR LEVELS:

Contributor levels are a range of work within a class that allows for a progressive increase of responsibility and employee competency.  Progression through a contributor level is dependent upon management discretion, the availability of funds, increase of responsibilities, and the employee’s acquisition of competencies and job performance.  Specific career plans are designed for employees by their agency that are tailored to the organization and mission of each activity using the below framework and the established pay plan for the class.
	MINIMUM                                                                                                                                                                       MAXIMUM

	ADMINISTRATIVE ASSOCIATE

	
	Recent
Contributor
	Independent
Contributor
	Experienced
Contributor
	

	
	· Employees have basic knowledge, skills and general understanding to perform, under immediate or general supervision, somewhat difficult and responsible work in administrative support.
· Employees perform assignments following guidelines and instructions and supervisor is available to assist in resolving problems that arise.  
Performance Range for Core Competencies:

·  Job Responsibilities – Learner to Experienced Knowledge


	· Employees have full working knowledge of assigned area to perform work assignments involving different and unrelated processes. 

· Employees independently performs standard and non-standard assignments follow guidelines and direction and takes initiative to resolve problems which requires knowledge of work area programs and operations, rules and processes.  Supervisor gives instruction on new assignments and reviews more difficult work.
Performance Range for Core Competencies:

·  Job Responsibilities –  Experienced Knowledge to Expert Knowledge


	· Employees have extensive knowledge of assigned area to perform full range of assignments and are able to implement changes to work assignment to address new procedures or processes.  
· Employees perform and/or assist in specialized assignments or more specialized area(s).  Work is assigned in terms of objectives, priorities, and deadlines.
Performance Range for Core Competencies:

·  Job Responsibilities – Expert Knowledge to Transferring Knowledge


	


3/10/10
Page 1

