ADMINISTRATIVE ASSISTANT
JOB TITLE: Administrative Assistant GRADE: 14
JOB CODE: 1104 DATE: 7/25/95

GENERAL FUNCTION: Under the general direction of the local health department
director or program director, assists in the review, evaluation, development and
implementation of the agency's administrative activities and performs other duties as
required. The incumbent in this position would serve as an administering or managing
various administrative activities which are moderately difficult to perform. These
activities may include personnel, budgeting and financial management, planning,
assisting in policy review and development, office automation or other administrative
activities as assigned. The incumbent may be assigned special projects to complete
within specified time frames. The incumbent may supervise or coordinate the activities
of staff as appropriate.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES:

Interprets and applies laws, rules, regulations and policies applicable to the administrative
activities assigned.

Assists the director in personnel actions by interpreting the appropriate merit system
regulations, initiates and processes personnel actions with approval of supervisor and
oversees attendance and payroll system.

Assists in budget preparation, periodic review of the budget for necessary changes, and
prepares revenue and expense reports.

Assists in compiling statistical reports, prepares program plans, policy manuals and other
informational materials for distribution to staff, patients, and the general public and to
meet federal, state and agency reporting requirements.

Reviews documents for completeness and checks figures for accuracy.

Provides training and an orientation program for staff on general departmental policies
and other areas of responsibility as indicated.

Studies organizational needs for additional equipment, supplies and materials and makes
recommendations for improvement based on resource availability.

SUPERVISION RECEIVED: Limited supervision; periods of relative autonomy with
general supervisory review. Supervisor plays substantial role in setting goals, objectives
and organizing work.



JOB TITLE: Administrative Assistant (Continued) JOB CODE: 1104

SUPERVISION EXERCISED: May provide immediate supervision over clerical
and/or administrative staff.

JOB SPECIFICATIONS:

Knowledge and Abilities: Considerable knowledge of the practices and policies
of the agency and the ability to interpret them concisely and accurately to the public and
employees. Ability to carry out, with limited supervision, continuing assignments
requiring the organization of material, the preparation of reports and decision-making.
Ability to meet the public and discuss problems and complaints tactfully, courteously and
effectively. Ability to write and speak effectively.

Minimum Education, Training and Experience Requirements: High school
diploma or GED; and seven (7) years of experience in administrative responsibility such
as, budgeting, personnel, planning, and other independent work activities.

Additional related education may substitute for the experience required on a year for year
basis up to four years.

The intent of this job description is to provide a representative summary of duties and
responsibilities that will be required of positions given this title and shall not be construed as a
declaration of the specific duties and responsibilities of any particular position. Employees may be
requested to perform job-related tasks other than those specifically presented in this description.
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