Administrative Associate I – II

Administrative Associate I


       Administrative Associate II 

	Performance: 

· Positions at this level have limited choices for problem resolution, follow strict guidelines, rules, policies, and procedures, and generally must seek assistance or approval to deviate from these.  

· Positions are responsible for making sure that processes have been followed. Work tends to very task oriented. 

· Tasks are recurring, often cyclical.  Decision-making is generally limited to determining if work complies with expectations of others.  

· Work performed at this level usually affects the ability of others to complete their related tasks.

· Administrative Associate I’s may have knowledge of the general duties performed by others in their units but are not expected to answer in-depth questions about those areas. 

	Performance: 

· Under limited supervision positions at this level perform clerical, financial, and administrative support duties for the department or work unit. 

· Work is both task and project oriented, and is generally recurring, often cyclical. 

· Work requires interpretation, discretion, and judgment to resolve day-to-day problems.

· Decisions will be made according to departmental guidelines, and University policy and procedures.  Scope of work is broader and/or deeper than those positions at Level I.

· May serve as a lead worker for other Administrative Associates. 



	Distinguishing Characteristics/Responsibilities:

a. Answer telephones, route calls, take messages, provide general information

b. Greet and direct visitors, answer routine inquiries, maintain electronic and paper logs 

c. Open, route, & distribute mail

d. Complete routine/recurring documents using a PC or typewriter to draft basic correspondence; enter data; print letters, labels, form letters and format documents; and input data to spreadsheets

e. Copy and duplicate materials, transmit facsimiles

f. Establish, maintain, process, and update electronic and paper files, records, and documents

g. May run various routine errands

h. May order, stock, & distribute office supplies 

i. Access Banner for data viewing, collection and entry

j. Assist with seasonal or cyclical projects in a clerical manner

k. Complete routine forms (travel, personnel & payroll) and track routine documents.  

l. Calendar maintenance, scheduling.

m. May gather departmental payroll time-keeping documents


	Distinguishing Characteristics/Responsibilities:

a. Support faculty, students, and/or staff by providing mid-level, and some in-depth information regarding department/unit and University.

b. Perform inter or intra-office administrative coordination and problem resolution such as assisting faculty with book orders, notifying staff of updated or amended policies and procedures, and ensuring coverage during holidays, sick leave, and emergencies.  

c. Reconcile and resolve bookkeeping transactions by working with fund accountants to resolve errors or grant accounting office to ensure compliance. Positions at this level are expected to notice the problem but may need help identifying the error or reason. 

d. Coordinate logistics for special events and mid-level projects including booking locations, handling refreshments, designing and sending invitations, handling reservations, assisting with lodging, and gathering/stuffing handout materials. 

e. Provide general advising to students and tracking/monitoring progress, GPA, completion of Core, and progress toward degree. 

f. Research problems for faculty, students, and staff such as whether or not a class at another campus will suffice for a required course, or how to re-organize work space and how much it will cost to re-wire computer access. 

g. Run reports from computer databases such as using MS Access to gather information from Banner (e.g. running population selections to send mass mailings).

h. Gather and process fiscal or programmatic information in various formats to facilitate management’s planning or decisions such as estimating expenses or anticipated financial needs based on departmental history of expenditures. 

i. Utilization of word processing, spreadsheet, database and other software applications to manipulate and format correspondence, data, presentations, or update WEB pages. 

j. May serve as departmental software/PC “expert” and create Power Point presentations, flyers, and handouts.

k. May supervise/train/or coordinate the work of others



	Knowledge/Skills/Abilities:

· Word processing and/or data entry skills.  
· Ability to maintain confidentiality of records and information.  
· Records maintenance and alpha and numeric filing skills.  
· Receptionist skills.  
· Ability to communicate effectively, both orally and in writing with co-workers, customers, and other University employees.  
· Basic organization and coordination skills.  
· Ability to understand and follow specific instructions or multi-step procedures, perform simple mathematical computations, and code or complete routine documents and forms.  
· Ability to create, compose, and edit simple written materials. 
· Ability to maintain calendars and schedule appointments.  
· Knowledge of supplies, equipment and/or services, ordering, and inventory control.  
· Skill in the use of operating basic office equipment.
	Knowledge/Skills/Abilities:

· Demonstrated knowledge and skill in Word processing, spreadsheet, database, presentation, and WEB update operations and software

· Ability to resolve problems that involve several people who may be in conflict. 

· Skill at researching problems, errors, and needs including historical, inter-departmental, and web-related issues/applications.  

· Ability to perform reconciliation of departmental accounts in Banner and to work within established University, State and/or grant guidelines in a variety of financial and operational situations, using judgment to solve routine problems.

· Ability to identify, analyze, and evaluate relationships such as available budget for expenditures. 

· Knowledge of supervisory practices, good organization, and coordination skills.




