STATE OF NEBRASKA
CLASS CODE:
S09111

CLASS SPECIFICATION
SALARY GRADE:
337

EST: 04/73 - REV: 01/98
OVERTIME STATUS:
N
STAFF ASSISTANT I

DESCRIPTION:  Under general supervision, performs varied administrative, technical, and/or program support activities to assist a section, unit, or program supervisor/manager or higher level administrator with detailed portions of program, technical, or administrative operations; 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, organizes, and implements work assignments/courses of action, as directed, to meet the goals and objectives of the assigned program, technical, or administrative activities.

Collects and summarizes data from statistical, accounting, administrative, and/or other records to measure progress and to facilitate program planning.

Compiles records and/or reports to record accomplishments and/or to provide superiors with information for making decisions on workload, budgeting, and staffing.

Reviews data and interprets results to recommend policy and/or procedure changes to improve operational effectiveness.

Proposes solutions to questions/modifications to the structure of operational policies to increase their utility and efficiency.

Implements program/administrative service monitoring/evaluation processes to provide a means for determining the effectiveness of the operation and discovering any associated problems.

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

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

Knowledge of:  the program/administrative functions assigned to the position; the organizational structure, mission, and activities of the employing agency; sources of information pertinent to the assigned functions; agency policy and procedures.

Ability to:  formulate and recommend alternative courses of action to meet organizational/operational goals and objectives.

STAFF ASSISTANT I (continued)

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

Knowledge of:  the principles and practices of record keeping.

Ability to:  communicate orally and in writing to exchange information and ideas; summarize technical data and results of research and monitoring activities into reports; understand and apply oral and written instructions, administrative policies, and program guidelines; implement program objectives; performance goals, and work priorities to carry out assigned activities.

JOB PREPARATION GUIDELINES:  (Entry knowledge, 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 with responsibility for applying office support methods and procedures.

OR

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

