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N
OFFICE SERVICES MANAGER II

DESCRIPTION:  Under limited supervision, plans, organizes, directs, and controls a number of different clerical and/or technical support functions through subordinate supervisors and staff; 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, assigns, and directs the work activities of subordinate staff to facilitate the attainment of the unit's work goals and to ensure the consistent application of administrative and/or technical policies, procedures, and standards. 

Confers with and counsels subordinate staff and supervisors to exchange information on and/or explain work policies, procedures, and guidelines and to identify the characteristics and impact of, and formulates possible solutions to, work-related problems. 

Reviews and compares work performance and/or products of subordinate staff with established standards to determine employee production levels and training needs and to determine for recommendation to agency management appropriate personnel actions such as promotions, disciplinary actions, status changes, separations, and grievance dispositions. 

Trains subordinate staff in the principles, practices, policies, and/or procedures of the work performed by the unit to maintain and/or improve the production levels of employees in accordance with established work performance standards. 

Studies/analyzes existing systems and recommends changes in policies, procedures, and standards. 

Informs the public and concerned parties on current policies, procedures, and standards to explain and clarify functions administered. 

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 organization, functions, and objectives of the agency served. 

Ability to:  plan, organize, control, and direct office service units in clerical and/or technical support activities; determine subordinate staff training needs; train subordinate staff in office policies, procedures, and equipment usage. 

OFFICE SERVICES MANAGER II (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 of management and human relations; the methods, procedures, and equipment of office operations; the principles and usage of English language; the methods and procedures of training; business arithmetic; the procedures and processes of bookkeeping and record keeping. 

Ability to:  communicate orally and in writing to express ideas and facts; interact with superiors, peers, and subordinates to exchange information; identify and prioritize problems, and formulate possible solutions; supervise and coordinate the work of others; make decisions in accordance with law, rules, and regulations; apply policies to managerial problems. 

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 office accounting/bookkeeping, or secretarial work with responsibility for supervision of clerical or technical support staff.

