STATE OF NEBRASKA
CLASS CODE:
A09121

CLASS SPECIFICATION
SALARY GRADE:
350

EST:  06/71 - REV: 12/97
OVERTIME STATUS:
N
ADMINISTRATIVE ASSISTANT I

DESCRIPTION:   Under general supervision, performs program support and/or general administrative assignments to assist a program administrator or supervisor in carrying out assigned responsibilities; performs related work as required.

EXAMPLES OF WORK:   (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Arranges for and/or represents the supervisor in task force, management team, interdepartmental, council and board meetings to relay the supervisor's position on given issues, record minutes, and prepare a written record of the proceedings.

Advises staff members and persons outside the agency on matters pertaining to fiscal, administrative, and/or program areas to provide written and verbal interpretations of the unit's policies and procedures and to intercept and/or moderate adverse pressures or influences.

Investigates operational problems and recommends corrective actions such as procedural changes, forms revision, shifts in work distribution, and changes in organizational structure to increase the efficiency and effectiveness of the functions/activities of the work unit studied.

Develops and implements program/administrative service monitoring/evaluation process to provide means for determining the effectiveness of the program/administrative operations and to discover any associated problems.

Designs the work procedures and operations to be used by support staff to ensure the proper use of staff, equipment, and material resources.

Explains and interprets policies, procedures, and processes pertinent to the program/administrative functions to agency staff, State and local government officials, and the public to answer their inquiries and to facilitate proper application of these directives and processes.

Coordinates public/community relations contact activities to promote public awareness of an administrative or program operation, function, or activity of the agency.

Plans, organizes, and implements work assignments, as directed, in such areas as accounting/budgeting, finance/grants, personnel, legislation, public relations, program liaison, data processing, and/or administration/organization of the work unit to meet the goals and objectives of the assigned program, technical, or administrative activities.

Monitors correspondence, collects background information, and writes appropriate responses to ensure proper disposition of inquiries.

Compiles records and reports to record accomplishments, to comply with directives, and to provide information for making decisions on workload, budgeting, and staffing.

ADMINISTRATIVE ASSISTANT I  (continued)

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  federal and State laws and regulations which impact the assigned work unit's operation; organizational structure, functions, goals, policies, and procedures.

Ability to:  interact with superiors, employees, and the public to gain their cooperation and to establish working relationships; formulate and recommend modifications to operational directives to attain agency goals; coordinate the activities necessary to arrange various conferences, hearings, and meetings; apply management practices, techniques, and methodologies to assigned activities.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance and/or other evaluations.)

Knowledge of:  office management principles, methods, and procedures; office equipment; record keeping practices; administrative report preparation practices.

Ability to:  collect, assemble, and analyze facts and draw conclusions to recommend solutions to problems; identify and interpret program requirements, policies, and regulations to provide guidance and advice; organize and present facts and opinions orally and in writing.

JOB PREPARATION GUIDELINES:  (Entry knowledges, abilities and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Experience in secretarial or general office work with responsibility for developing and implementing office support methods and procedures.

OR

Post high school coursework/training in:  office management practices; secretarial support functions; social/behavioral sciences; health/medical sciences; or management/administration.

