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ROLE DESCRIPTION TEMPLATE:  ADMINISTRATIVE ASSOCIATE III
Role Description
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Montana University System




Department Completes:
	Department Name:



	New Position? 
	Vacant: (include position no.) 
	Revised: (include position no.)



	Salaried: 


	Hourly: 
	Org No:

	Full-time:
	Part-time:
	Index No: 






HR completes:
	PN (if new): 


	SOC/PNOC: 
	Title:

	PCLAS:
	ECLASS:
	PGROUP:


	Union: 


	OT: 
	Team:


1. General Information

__________________________

__Administrative Associate III______
Date





Current Title (if applicable)

​​​​​​​​​​​​​__________________________

_______________________________
Current employee (type or print if applicable)

Employee Signature


Date
2. Required Signatures

__________________________

_______________________________
Immediate Supervisor (type or print)

Supervisor Signature


Date
__________________________

_______________________________
Director/Dept Head (type or print)


Director/Dept Head Signature

Date

__________________________

_______________________________
Dean/VP (type or print)



Dean/VP Signature


Date

3. Department Mission Statement                                                    

Provide the department’s mission statement here and attach an organizational chart to the back of the form

Such as:  

The Human Resources Office projects pride and enthusiasm in support of the University's missions and strategic plan by providing leadership, guidance and administration of classification, recruitment, payroll, benefits and employee/labor relations in a professional and dedicated manner.

4.   A Brief General Statement Describing the Role of this Position.


Provide a description of the primary role of this specific position

Such as (customize to fit specific position):
Under indirect supervision this position performs administrative, financial, and office management duties for the department of XXX.  Position includes supervision of X FTE and fiscal management of X number of indexes (including grant, designated, state, and foundation accounts) totaling X dollars.  

General description should reflect the following requirements of an Administrative Associate III:

Provide mid- to high-level support for a department or work unit by providing administrative support for multiple staff members, overseeing all or part of a budget including reconciling finances, preparing reports, following up on unusual information requests, arranging functions with complex or unusual details, conducting research, and acting as office manager. May operate as a "one-person" office and conduct all functions within that work unit. 

5.  
Position Summary
List the duties and responsibilities of the position with corresponding knowledge, skills and abilities needed for each 

	Duties and Responsibilities
Most jobs consist of three to five major duties each which involve a number of tasks.  Task statements should be written to answer the following questions:  

What is the action?  Avoid vague words such as “assists,” “handles,” “processes,” and “works with”.  Rather than saying “assists”, describe the steps or processes involved in assisting, what does the employee do to assist?  

To whom/what is the action directed? 

Why is the action being done?  

How is the action done?
	Knowledge, Skills, & Abilities 
List the knowledge, skills and abilities required to perform each duty/responsibility.  
Include guidelines or instructions, tools or equipment, and discretion used.

	1.   Office Manager:  

· Manage the day-to-day operations of the department 

· Supervise, train, and direct support staff by participating in hiring, providing training, assessing workload demands, organizing resources, and determining priorities, methods, procedures, and deadlines for department or unit.  Staff supervised includes (provide list of titles and FTE supervised).
· Assist (list how) in developing policies and procedures that insure compliance with department, university, state, and or federal policies, procedures, and/or guidelines. May implement those policies by creating and maintaining a policy and procedures manual for the department as well as training/educating all staff members on changes, amendments, and new developments.  

· Track information and interpret data to determine the best methods and procedures to conduct departmental business. This may be looking for ways to expedite obtaining grant monies or gathering departmental computer information and develop a plan for future upgrades of equipment and corresponding budget. 

· Support faculty, students, and/or staff by providing direction, guidance, and support at an administrative, program, project, and office management level. 

· Use independent judgment, intellectual analysis, and evaluation in solving complex operating problems (such as…) and in interpreting and applying policies and procedures.


	· Knowledge of advanced office procedures and practices.  
· Considerable knowledge and skill in advanced word processing, spreadsheet, database, presentation, electronic calendar and e-mail software (such as Microsoft Office Suite, Internet).
· Supervisory skills and knowledge of recruiting, training, discipline, and the ability to provide meaningful goals and performance reviews. 

· Ability to make and oversee short-term decisions in relation to department or unit’s long-term goals. 

· Ability to prioritize multiple work assignments, meet deadlines, and exercise adaptability to changing priorities.  

· Ability to work independently with minimal supervision, while establishing effective working relations as a team member.

· Ability to gather and interpret information and make sound recommendations. 

· Effective interpersonal and communication skills, both orally and in writing, to internal and external customers.

· Ability to respond to all inquires in a professional manner.  
· Work requires the use of intellectual analysis and evaluation and the application of professional principles and practices to run departmental operations.


	2.   Fiscal Management:  

· Responsible for X number of indexes, including (list specific type:  grant, state appropriated, designated, foundation, etc) totaling X dollars.

· Reconcile and resolve bookkeeping transactions by working with fund accountants to resolve errors or grant accounting office to ensure compliance. Identify the error or reason for error and devise a solution.

· Maintain, monitor, and reconcile varied federal or university cost splits or other unusual accounting variables, including state, designated, grant, and auxiliary funding. 

· Research, gather and compile information to analyze and produce reports or documents such as budget projections, program schedules, etc. 

· May approve spending requests by checking for compliance with budget, monitoring expenses and projecting expenditures.


	· Knowledge of general accounting, budgeting, and fiscal management principles, practices, and procedures.

· Knowledge of departmental, University, State, and Federal rules and regulations governing record keeping and fiscal management. 

· Knowledge of financial calculations and formulas, financial software, and strong math skills.  Familiarity with or ability to learn AgBooks (or similar software) and Banner software.

· Ability to manage and design financial spreadsheets, manage databases, research and analyze information gathered, and prepare related reports.  

· Ability to maintain records with a high degree of accuracy and close attention to detail. 

· Ability to gather and interpret information and make sound recommendations.



	3.   Administrative Support

· Prepare and submit a wide variety of forms and documents such as (but not limited to) general correspondence, Personnel Transaction Form’s (PTF’s), ePAF’s,  Recruitment Authorization Forms (RAF’s),  travel forms, etc.

· Maintain calendars for multiple staff members including (supervisor, department head, dean, etc).

· Make meeting arrangements including location, refreshments, equipment needs, sending invitations, prepare handouts, take meeting notes, etc.

· Serve as liaison between Department Head and faculty, students, and other MSU employees.

· Create marketing and training brochures, handouts, and promotional materials to meet departmental goals.  

· Design/build web page for department/unit. May assist faculty or other staff members with personal web pages and web-related student needs. 


	· Included above.

	4.   Miscellaneous related duties
· as assigned.
	· Included above.


6. Additional Proficiencies

List position requirements not described previously in Section 5, Knowledge, Skills and Abilities, which are mandatory for hiring. Additional Proficiencies include education and/or experience such as a C.P.A., an M.D., or experience supervising a large work unit, which if the candidate does not possess, s/he CANNOT be hired. Most will have already been identified in section 5 and will not need to be repeated here leaving this section blank.
NA
7. Physical Demands
The Americans with Disabilities Act requires employers to make reasonable accommodations for a person with a disability. This information is needed to assist the University in meeting these regulations.

Please list any physical requirements of the position that would be considered unusual and that couldn’t be accomplished by someone else. For example, if the position requires periodic lifting of boxes of papers, but someone else could do this, such a requirement would not belong here. On the other hand, if the bulk of the job involves lifting and/or moving boxes, then it would be appropriate to list here. Only list those physical requirements that could not be accommodated by others.  Additional examples include: working in severe weather conditions, exposure to chemicals, blood borne pathogens, dust or fumes, climbing ladders, etc.
Normal office environment
Instructions for
Electronic Routing and Approval 
Electronic routing and approval of Role Descriptions is now required via e-mail, using the Voting Button feature in Microsoft Outlook.  The process has been established in order to provide departments with improved efficiency and effectiveness in processing the necessary documentation.  It is simple to use (please see below), cuts down on paper-based processing, and improves the department’s ability to track the documentation and to know the approval status of each request at all times, including knowing when requests are submitted to Human Resources.  Here’s how the process works:

Set Up

1. Identify the approvals required for your department* and the hierarchical order in which approval should be obtained

2. In Outlook, create a new e-mail message addressed to the first required “signatory”

3. In the Subject Line, type APPROVAL REQUEST followed by “New Position” or “Vacant Position Revised”; and today’s date.  (E.g. APPROVAL REQUEST; New Position;Jan 1, 2020, or APPROVAL REQUEST; Vacant Position Revised; Jan 1, 2020)

4. On the e-mail Options tab, click on “Use Voting Buttons” and open the Message Options dialog box (under Options, then Tracking; or Options, then Custom).  In the Message Options dialog box:

a. Under Message Settings set

i.  “Importance” at High

ii. “Sensitivity” as Confidential

b. Under Voting and Tracking Options

i. check “Use Voting buttons” and select Approve;Reject from the drop down menu 

ii. in order to track when each signatory receives the message check “Request a read receipt for this message” 

c. In Delivery Options check “Have replies sent to” (enter your email address if it does not appear)

5. Attach the document(s) to be approved

6. In the body of the e-mail include a message such as: “Attached for your review is a [specify new position or vacant position revised] request for [department name].  After reviewing the document, please click on the “Vote” icon (appearing at the left end of the tool bar at the top of the Outlook window when this message is open) and select “approve” or “reject” to indicate whether or not you endorse this request.  A prompt response is greatly appreciated.  Many thanks.”
7. Send the message to the first required signatory.  If there is hierarchy (multiple approvals needed before submitting to Human Resources), repeat after each appropriate level of approval has been received.

Submission

8. Please note that Human Resources is unable to accept Role Descriptions that have not been approved by all the department’s required authorities.  Please do not submit requests that have received any “reject” responses from signatories.  However, approved requests should be submitted in the following way:

a. Open your Sent Items folder and select, but don’t open, the original e-mail (sent to the first required signatory)

b. Click on the “Tools” tab.  Roll over “Instant Search”, and then click on “Related Messages”.  A list of all the responses you have received in connection with this Flexible Pay Option request will appear.  It shows each signatory’s approval or rejection of the request

c. Maximize this screen (important) and press Cntrl+PrintScreen (the PrintScreen button is above the number pad on most keyboards) 

d. Create a new e-mail, attaching the document(s) to be processed:

i. To:  your departmental Personnel Technician in Human Resources

ii. Subject line: SUBMITTAL followed by “New Position” or “Vacant Position Revised”; department name; and today’s date.  (E.g. SUBMITTAL of New Position; Human Resources; Jan 1, 2020)

iii. Attach the completed Role Description

iv. Introductory text, in the body of the message: “Please find attached a request form for a new position (or revised vacant position) for Department, and a print screen of all the necessary approvals.  Please process accordingly.  Thank you”
v. Click below this text, in the body of the e-mail, and press Cntrl+V (or right click and select “Paste”).  The list of messages will be pasted into the email.  Send.

If you experience technical difficulties please contact your Personnel Technician in Human Resources. 

*HR only requires supervisor and budgeting authority

Date of update:
05/23/08






