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ADMINISTRATIVE ASSISTANT III

DESCRIPTION:   Under administrative direction, serves as a consultant, coordinator, liaison, project manager, and/or administrative analyst in performing administrative support functions that impact agency objectives and programs; 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.)

Plans and directs the day-to-day agency or division operations in areas such as fiscal, personnel, purchasing, data processing, and communications to ensure effective and efficient agency operation.

Analyzes and evaluates managerial practices and procedures to recommend improvements in organizational structure, staffing patterns, and work distribution.

Represents the agency at meetings, conferences, and hearings which encompass a broad range of administrative responsibilities such as personnel, administrative rule making, and budgeting to communicate the agency's point of view and report the results to the administrator.

Drafts and/or reviews management proposals, obtains legal and budgetary impact statements, and synthesizes advisory opinions and recommendations for  the administrator to ensure their compliance with legislation and agency policy.

Exchanges thoughts and messages with agency staff, other governmental and private agencies, the news media, the legislature, and the public as a spokesperson for the administrator to facilitate good relationships and to achieve agency goals.

Plans and coordinates information among managers at all levels involved in special assignments to remove barriers, to facilitate harmonious working relationships, and to report progress to the administrator.

Develops and manages agency program and/or administrative area project plans that include goals, objectives, funding sources, constraints, success criteria, and implementation and evaluation methodology and coordinating all aspects of the projects to ensure progress toward established goals and objectives.

Develops and implements program/administrative service monitoring and evaluation systems to determine operational effectiveness and discover any problems or potential problems.

Analyze and interprets State and federal laws and other directives to develop, recommend, and implement modifications to operational policies, procedures, and processes.

Develops the agency budget and coordinates the preparation and integration of unit budgets for submission to management to receive approval and to establish a guide and control for the period of operation.

ADMINISTRATIVE ASSISTANT III (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:  agency programs, functions, policies, procedures, processes, communications channels, and objectives as they relate to assigned responsibilities; the inter-relationships among the various operations and the groups served; federal and State laws and regulations, and other guidelines; advise and guide representatives of other agencies, government officials, and other staff in solving problems; develop program objectives, performance goals, and work priorities.

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

Knowledge of:  governmental organizations and administrative procedures; project management procedures; research and administrative survey techniques and reporting methodologies; the principles and practices of budgeting, accounting, and fiscal control; personnel management practices; the principles and techniques of public relations.

Ability to:  organize and present facts and opinions orally and in writing to exchange information and ideas and to promote agency needs, plans, and objectives; conduct research activities; summarize technical data and conclusions into reports; plan, organize, and control the work of others; apply management practices, theories, techniques, and methodologies to assigned responsibilities; analyze data and draw conclusions.

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 general office, administrative or technical support work including responsibility for:  identifying budget, staff, or equipment needs; collecting and interpreting statistical, financial, program or administrative data; interpreting laws, rules, regulations, and processes for supervisory personnel; reviewing and evaluating administrative records and reports; or supervising office support or technical staff.

OR

Post high school coursework/training in business administration, public administration, office management, accounting, fiscal administration, personnel administration, management analysis, or program evaluation.

