State of Georgia Job Description

Job Title: Administrative Support Asst 
Job Code: 61804 
Last Update: 
Salary Plan: Statewide Salary Plan (SWD) 
SUP: 03 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision of senior management, performs advanced and diversified secretarial/clerical duties requiring broad and comprehensive experience, skill and knowledge of organization policies and procedures in support of the department. Completes administrative tasks and special projects as requested not limited to the areas of personnel, budgeting and management of records. May provide assistance in purchasing and accounting tasks. May be cross-trained in various assignments related to the operation of the department. 




Job Responsibilities & Performance Standards:
1.
Performs and completes tasks and assignments associated with personnel support functions for assigned organizational unit or program. (Performed by all incumbents)


1.
Compiles and maintains employees' time records.


2.
Reviews time records for completeness and conformance with established policies, procedures, and guidelines.


3.
Accurately computes total time used by employees, posts to master time sheet and writes to appropriate department.


4.
Readily assists in processing pay adjustments and personnel transactions, such as hires, promotions, transfers and terminations.  Reviews actions for conformance with established policies, procedures, and guidelines.


5.
Properly distributes pay envelopes in a timely manner.


6.
Prepares and monitors the submission of performance management plans. Obtains and considers all relevant information in evaluations.


7.
Investigates and corrects data that appears inconsistent or erroneous.

2.
Provides support to administrative staff. (Performed by all incumbents)


1.
Examines and evaluates clerical work methods to develop new or improved standardized methods and procedures for supervisor approval.


2.
Serves as back-up to clerical support by answering telephone and/or greeting guests in a courteous and timely manner.


3.
Effectively receives, opens, date stamps and distributes incoming mail when requested.


4.
Upon request, completes requests to purchase forms, requisitions, etc. in an accurate and timely manner. Proofs prior to submission.


5.
Properly classifies, sorts, files, retrieves and distributes correspondence, articles, records and other documents as requested.

3.
Completes complex procession of documents and/or transactions for assigned organizational unit, program area and/or specialized function/activity. (Performed by all incumbents)


1.
Properly records, accounts for and dispense/distributes associated monies (e.g. fees or payments received), in accordance with applicable policies and procedures.


2.
Reviews assigned documents and/or transactions for correctness and completeness, taking action necessary to appropriately address any problems, errors and deficiencies found, and to facilitate timely and proper processing.


3.
Performs associated mathematical computation and checks computation for accuracy, making necessary corrections as appropriate.


4.
Verifies information/date from others sources such as database, files, records, other documents and paperwork, individuals, etc.


5.
Appropriately interprets information/data contained in documents and/or transactions, applying pertinent polices, procedures and guidelines to determine further processing or action needed.


6.
Properly completes clerical processing of documents and transactions, and forwards or assigns to appropriate parties for further review or action, in accordance with applicable policies, procedures, guidelines and time frames.


7.
Follows-up to determine status of documents and/or transactions forwarded to others for further review or action, as applicable, and responds appropriately in the interests of assigned organizational unit.


8.
Appropriately exercises authority delegated to approve, reject or return (without decision) requested actions. (For example, licenses, permits, vouchers, services, etc.)

4.
Conducts comprehensive clerical research using a variety of resources to complete, prepare, assemble, process, and/or generate reports and other documentation, or to respond to inquiries, questions or requests. (Performed by all incumbents) 


1.
Collects and/or compiles necessary data/information from a variety of sources (e.g. reports, files, databases, individuals) in an accurate, thorough and timely manner.


2.
Uses data/information gathered to appropriately complete, prepare, assemble, process and/or generate reports and other documents in a timely manner and in accordance with applicable policies, procedures and guidelines.


3.
Uses data/information gathered to appropriately respond to inquiries, questions or requests.


4.
Properly prepares and distributes or forwards required or requested data/information, reports and other documents to appropriate persons within established time frames.

5.
Provides advanced clerical support to assist in the management and/or operation of unit or program area. (Performed by all incumbents)


1.
Appropriately makes recommendations to management and/or staff for improvements in operation of assigned unit or program area, clearly communicating rationale.


2.
Develops or revises forms, visual aids, graphs, charts, or other documents and materials to enable organizational needs to be met.


3.
Appropriately drafts, develops, or revises policies, procedures, or training manuals for review by management, as assigned.


4.
Composes under own initiative or as directed, documents such as reports, correspondence and memoranda, using sound judgment to develop appropriate, accurate, clear and concise content.


5.
Proofreads and edits documents for accuracy, clarity, format, spelling, grammar and punctuation.


6.
Serves as lead worker to lower level and less experienced support staff, demonstrates effective leadership such as providing guidance, on-the-job training and review and constructive criticism of work.


7.
Appropriately copies, distributes, and files pertinent letters, memoranda, reports and other documents and materials.


8.
Answers telephone and/or greets visitors in a courteous and timely manner.


9.
Uses independent judgment and knowledge of the organizational or program area and its operations, policies and procedures to appropriately respond to questions, requests and needs.

6.
Enters data from forms, records, reports, and/or other sources into computer for purposes such as maintaining databases. Uses computer software (e.g. database, word processing, spreadsheet, graphics) as a tool for performing clerical assignments. Completes incidental typing assignments, such as typing routine documents, labels and addresses on envelopes. (Performed by some incumbents)


1.
Enters data according to prescribed format and procedures, properly coding data for entry as required.


2.
Investigates and corrects data that appears inconsistent or erroneous.


3.
Completes data entry accurately and in a timely manner.


4.
Manages data files according to established procedures (e.g. copy files, back-up files).


5.
Appropriately generates, maintains, and distributes computer reports, printouts and associated materials.


6.
Effectively utilizes computer software as a tool to perform clerical assignments, as applicable.


7.
Completes incidental typing assignments in an accurate and timely manner, according to applicable formats, guidelines, and procedures.

7.
Monitors use of and maintains supplies, equipment and/or facilities for assigned work unit or program area. (Performed by all incumbents)


1.
Monitors office supplies, equipment and/or facility maintenance needs adequately, on a timely basis.


2.
Orders supplies or equipment according to established policies and procedures and in a timely manner, to meet needs of assigned unit or program area.


3.
Prepares necessary documentation to obtain supplies, equipment and/or facilities maintenance services and forwards to appropriate personnel for signature or authorization.


4.
Obtains bids for needed goods and services according to applicable policies and procedures.


5.
Compares for verification purposes, documents such as purchase orders, invoices or shipping tickets with goods received and notifies appropriate personnel of any discrepancies.


6.
Monitors vendor compliance with contracts and notifies appropriate personnel of vendor performance.


7.
Maintains office equipment in a timely manner. Performs minor repairs or coordinates service of equipment.

8.
Attends seminars, conferences, job-related training, and/or other staff development training programs. Reads pertinent work-related information and materials (e.g., policy and procedure revisions) as assigned. May serve on committees and task forces. (Performed by some incumbents)


1.
Attends department, division, or other staff development and training activities to maintain the knowledge and skills necessary to perform the job effectively and efficiently.


2.
Reads assigned information and materials to stay current and maintain knowledge necessary to perform the job effectively and efficiently.


3.
Serves on various committees and task forces as assigned, carrying out the responsibilities associated with such assignments.



Minimum Qualifications:
Must have obtained the level of high school graduate or equivalent AND have at least two (2) years of experience performing advanced level administrative support to an agency. Experience in personnel, accounting and/or purchasing. Must possess excellent knowledge and experience in the use of the Internet, E-mail, Windows 95, Microsoft Word, Excel and Access. NOTE: A competency test will be given to all applicants who are interviewed. 

Preferred Qualifications:
Preference will be given to applicants who have completed a formal training program from an accredited institution in the area of Business or Office Management or a related field AND at least two (2) years experience working with accounting, budgets and/or purchasing. 


NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 



For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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