

	[image: image1.jpg]M

MONTANA

STATE UNIVERSITY




	Montana State University

Classified Position
Vacancy Announcement 
POSTING DATE 
	[image: image2.png]








ADMINISTRATIVE ASSOCIATE I TEMPLATE 
Department Name TBD
	Announcement
Number 
	TBD 

	 

	Position Number     
	TBD 

	 

	Starting Date 
	Upon successful completion of selection process 


	 

	Starting Salary 
	Salary range of $8.506 - $10.207 per hour, consideration of higher wage dependent upon demonstrated exceptional relevant qualifications 

	 

	FTE 
	1.0 FTE 

	 

	Benefits 
	Eligible for benefits 

The custom calculator (http://www.montana.edu/pps/BenefitsCalculator.htm) provides an estimate of the minimum monetary value of the complete compensation package for benefits-eligible jobs. 

	 

	Bargaining Unit 
	Montana Public Employees Association (unless FTE < .50, then Union Exempt)

	 

	Overtime Status 
	Eligible for overtime 

	 

	Description 
	Descriptive paragraph on the department to be written by the Department. 

Such as (this will need to be customized to your specific job):  The person in this position performs administrative and clerical work in support of the Department of X.  Duties include: answering phones; routing calls; taking messages; providing general information; greeting and directing visitors; answering routine inquiries; maintaining electronic and paper files and logs; opening, routing and distributing mail; drafting basic correspondence; entering data in spreadsheets; printing letters, labels, form letters and format documents; copying materials; running departmental errands; ordering, stocking and distributing office supplies; accessing Banner for data viewing, collection and entry; completing routine forms; maintaining calendars; scheduling appointments; gathering departmental documents; and other duties as assigned.

	 

	Required
Qualifications 
	1.   

High school graduation or G.E.D. plus general office or clerical work experience which includes filing and recordkeeping responsibilities.
 

2.

Demonstrated ability to use personal computers and software, such as word processing, spreadsheets, electronic calendars, and e-mail. Microsoft Office Suite preferred. (Please list equipment and software used, and types of documents produced). 

 

3.

Demonstrated ability to provide appropriate responses to a variety of questions and inquiries from a diverse range of individuals, both internal and external to the organization. 

 

4.

Demonstrated competence maintaining, processing, and verifying information with a high degree of accuracy and close attention to detail. 

 

5.

Demonstrated ability to communicate effectively with employees, students, and the public, both in person and over the phone.
 

6.

Demonstrated ability to provide quality customer service in a professional and courteous manner.
 



	 

	
	

	 

	The Successful
Candidate 
	The successful candidate will also have the following abilities: to understand and follow instructions and procedures; to effectively operate work related equipment; to maintain confidentiality of records and information; to establish and maintain effective working relations with co-workers and the public in a team-oriented environment; to represent MSU to others in a professional and courteous manner. 

	 

	Application
Deadline 
	Applications must be received by 5:00 pm, Month XX, 2009. Applications will not be accepted after the deadline. OR Screening of applications will begin on Month xx, 2010, and continue until a suitable applicant is hired.

	 

	Application
Procedure 
	To apply, please download the application materials by clicking here MSU Classified Employment Application. 
The applicant MUST submit a MSU Application along with responses to the required and preferred qualifications. Electronic submissions in Word or PDF are highly preferred but hard copies will be accepted. An original signature on the MSU-Bozeman Application Cover Sheet is required via scanned PDF, fax, or hardcopy original to the address below. Submit materials to: 
xxxxx, Title
Montana State University 
Department Name
Physical Location
P.O. Box xxxxxx
Bozeman, MT 59717-xxxx
xxxxxx@montana.edu 
Phone: 406-994-xxxx
Fax: 406-994-xxxx





ADA/EO/AA/VETERAN'S PREFERENCE: In compliance with the Montana Veteran's Employment Preference Act, MSU provides preference in employment to veterans, disabled veterans, and certain eligible relatives of veterans. MSU makes accommodation for any known disability that may interfere with an applicant's ability to compete in the hiring process or an employee's ability to perform the duties of the job. To claim veteran's preference or request accommodation, contact MSU Human Resources, Bozeman MT 59717-2520; 406-994-3651. MSU's Affirmative Action Non-Discrimination Policy and Procedures are on the Web at www2.montana.edu/policy/affirmative_action/. 



