DRAFT

Job Family: 43-0000  Office and Administrative Support

Occupational Group:  43-4160  Office and Administrative Support

OCCUPATION PROFILE

JOB FAMILY:
OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATIONAL GROUP:
OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATION:
HUMN RESOUR AST/EXCPT PAYROLL/TIMEKEEPNG


43-4161

BROADBAND LEVELS:

Level 2 – Pay Band 003






Level 3 – Pay Band 005
DESCRIPTION

This is work compiling and keep personnel records; recording data for each employee, such as address, weekly earnings, absences, amount of sales or production, supervisory reports on ability, and date of and reason for termination. Incumbents compile and type reports from employment records, file employment records, and search employee files to furnish information to authorized persons.

EXAMPLES OF WORK
Examines employee files to answer inquiries and provide information for personnel actions.

Records employee data, such as address, rate of pay, absences, and benefits, using personal computer.

Compiles and types reports from employment records.

Maintains and updates employee records to document personnel actions and changes in employee status.

Processes and reviews employment application to evaluate qualifications or eligibility of applicant.

Interviews applicants to obtain and verify information.

Answers questions regarding examinations, eligibility, salaries, benefits, and other pertinent information.

Prepares listing of vacancies and notifies eligible workers of position availability.

Administers and scores employee aptitude, skills, personality, and interests tests.

Communicates with employees or applicants to explain company personnel policies and procedures.

Explains company insurance policies and options to employees and files claim and cancellation forms.

Selects applicants having specified job requirements and refers to employing official.

Requests information from law enforcement officials, previous employers, and other references to determine applicant's employment acceptability.

EXAMPLES OF JOB CHARACTERISTICS

	Documenting/Recording Information
	Entering, transcribing, recording, storing, or maintaining information in either written form or by electronic/magnetic recording.

	Getting Information Needed to do the Job
	Observing, receiving, and otherwise obtaining information from all relevant sources.

	Processing Information
	Compiling, coding, categorizing, calculating, tabulating, auditing, verifying, or processing information or data.

	Interacting With Computers
	Controlling computer functions by using programs, setting up functions, writing software, or otherwise communicating with computer systems.

	Communicating With Other Workers
	Providing information to supervisors, fellow workers, and subordinates. This information can be exchanged face-to-face, in writing, or via telephone/electronic transfer.

	Communicating With Persons Outside Of the Organization
	Communicating with persons outside the organization, representing the organization to customers, the public, government, and other external sources. This information can be exchanged face-to-face, in writing, or via telephone/electronic transfer.

	Staffing Organizational Units
	Recruiting, interviewing, selecting, hiring, and promoting persons for the organization.

	Performing Administrative Activities
	Approving requests, handling paperwork, and performing day-to-day administrative tasks.

	Identifying Objects, Actions, and Events
	Identifying information received by making estimates or categorizations, recognizing differences or similarities, or sensing changes in circumstances or events.

	Evaluating Information Against Standards
	Evaluating information against a set of standards and verifying that it is correct.


EXAMPLES OF KNOWLEDGE, SKILLS AND ABILITIES

	Reading Comprehension
	Understanding written sentences and paragraphs in work related documents



	Speaking
	Talking to others to effectively convey information



	Information Organization
	Finding ways to structure or classify multiple pieces of information



	Active Listening
	Listening to what other people are saying and asking questions as appropriate



	Writing
	Communicating effectively with others in writing as indicated by the needs of the audience



	Information Gathering
	Knowing how to find information and identifying essential information



	Management of Personnel Resources
	Motivating, developing, and directing people as they work, identifying the best people for the job



	Programming
	Writing computer programs for various purposes



	Personnel and Human Resources
	Knowledge of policies and practices involved in personnel/human resource functions



	Clerical
	Knowledge of administrative and clerical procedures and systems



	English Language
	Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar



	Mathematics
	Knowledge of numbers, their operations, and interrelationships including one or more of the following:  arithmetic, algebra, geometry, calculus, statistics, and their applications



	Computer
	Knowledge of computer software including applications




LICENSURE, CERTIFICATION OR REGISTRATION REQUIREMENTS

EFFECTIVE:

03/17/2003
History:

07/01/2002
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