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ADMINISTRATIVE ASSOCIATE III TEMPLATE 
Department Name TBD
	Announcement
Number 
	TBD

	 

	Position Number     
	TBD 

	 

	Starting Date 
	Upon successful completion of selection process 

	 

	Starting Salary 
	Salary range of $11.253 - $13.504 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): This position performs a variety of administrative support, customer service, and fiscal management duties in support of the Department. Responsibilities include: managing the day-to-day operations of the department; supervising, training and directing support staff; assisting in developing policies and procedures for the department; tracking information and interpreting data; supporting faculty, students, and staff at an administrative, program, project, and office management level; exercising judgment, intellectual analysis and evaluation to solve complex operating problems; reconciling and resolving bookkeeping transactions; identifying errors, reasons for errors and devising solutions; maintaining, monitoring and reconciling varied funding; researching, gathering and compiling information to analyze and produce reports, budget projections and program schedules; monitoring and approving expenses and projecting expenditures; preparing forms and documents; maintaining calendars for multiple staff members; making meeting arrangements; serving as department liaison; creating marketing and promotional materials; designing and building web pages; and other duties as assigned.

	 

	Required
Qualifications 
	1.   

Two years of post-secondary education plus three years of full-time (or part-time equivalent) progressively responsible administrative and accounting work experience with an emphasis on customer service, budgeting, fiscal management, office management, and supervisory duties or an equivalent combination of relevant education and experience. 

 

2.

Demonstrated working knowledge of accounting and budgeting principles, practices, and techniques including accounts payable and receivable. Demonstrated competence maintaining records with a high degree of accuracy and close attention to detail. 

 

3.

Demonstrated competence organizing and prioritizing multiple work assignments, meeting deadlines, and exercising adaptability to changing priorities while maintaining a positive, effective, and professional attitude. 

 

4.

Demonstrated competence using personal computers and various software such as word processing, spreadsheets, database, presentation, email and internet.  Microsoft Office software preferred (please list equipment and software used). 

 

5.

Demonstrated excellent verbal and written communication skills. 



	 

	Preferred
Qualifications 
	1.   

Experience using the SCT Banner system. 

 

2.

Knowledge of MSU procedures and policies or previous experience working in a higher education setting. 



	 

	The Successful
Candidate 
	The successful candidate will also have the following abilities: to maintain confidentiality of records and information; to communicate effectively with employees, students and the public, both in person and over the phone; to establish and maintain effective working relations with co-workers and the public; to be able to work independently with minimal supervision and as part of a team; and to represent the Department and MSU 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/Personnel & Payroll Services, 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/. 



