DRAFT

Job Family: 43-0000  Office and Administrative Support

Occupational Group:  43-1010  Office and Administrative Support

OCCUPATION PROFILE

JOB FAMILY:
OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATIONAL GROUP:
OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATION:
FRST-LINE SUPV OF OFFI ADMIN SUPPT WRKRS

43-1011

BROADBAND LEVELS:

Level 1 – Pay Band 001


Level 2– Pay Band 003






Level 3– Pay Band 005


Level 4– Pay Band 006






Level 5– Pay Band 010

DESCRIPTION

This is work supervising and coordinating the activities of clerical and administrative support workers.

EXAMPLES OF WORK
Supervises and coordinates activities of workers engaged in clerical or administrative support activities.

Plans, prepares, and revises work schedules and duty assignments according to budget allotments, customer needs, problems, work-loads, and/or statistical forecasts.

Evaluates subordinate job performance and conformance to regulations, and recommends appropriate personnel action.

Oversees, coordinates, or performs activities associated with shipping, mailing, receiving, distribution, and transportation.

Verifies completeness and accuracy of subordinates' work, computations, and records and corrects errors.

Interviews, selects, and discharges employees or effectively recommends such actions.

Consults with supervisor, management, work units or other organizations to resolve problems.

Reviews records and reports pertaining to the operations of the work unit.

Trains employees in work and safety procedures and agency policies.

Participates in work of subordinates to facilitate productivity or overcome difficult aspects of work.

Examines procedures and recommends changes to save time, labor, and other costs and to improve quality control and operating efficiency, and implements approved changes.

Maintains records of such matters as inventory, personnel, orders, supplies, and equipment maintenance.

Identifies and resolves discrepancies or errors.

Compiles reports and information required by management or governmental agencies.

Plans layout of stockroom, warehouse, or other storage areas, considering turnover, size, weight, and related factors pertaining to items stored.

Inspects equipment for defects and notifies maintenance personnel or outside service contractors for repairs.

Analyzes financial activities of work unit and assists in planning budget.

Computes figures, such as balances and totals.

Requisitions supplies.

Supervises and coordinates activities of workers engaged in customer service activities.

Interprets and communicates work procedures and agency policies to staff.

Resolves complaints and answers questions of customers regarding services and procedures.

Prepares, maintains, and submits reports and records.

EXAMPLES OF JOB CHARACTERISTICS

	Coordinating Work and Activities of Others
	Coordinating members of a work group to accomplish tasks.

	Guiding, Directing and Motivating Subordinates
	Providing guidance and direction to subordinates, including setting performance standards and monitoring subordinates.

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

	Coaching and Developing Others
	Identifying developmental needs of others and coaching or otherwise helping others to improve their knowledge or skills.

	Establishing and Maintaining Relationships
	Developing constructive and cooperative working relationships with others.

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

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

	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.

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

	Organizing, Planning, and Prioritizing
	Developing plans to accomplish work, and prioritizing and organizing one's own work.

	Resolving Conflict, Negotiating with Others
	Handling complaints, arbitrating disputes, and resolving grievances, or otherwise negotiating with others.

	Scheduling Work and Activities
	Scheduling events, programs, activities, as well as the work of others.


EXAMPLES OF KNOWLEDGE, SKILLS AND ABILITIES

	Coordination
	Adjusting actions in relation to others' actions



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



	Time Management
	Managing one's own time and the time of others



	Speaking
	Talking to others to effectively convey information



	Reading Comprehension
	Understanding written sentences and paragraphs in work related documents



	Monitoring
	Assessing how well one is doing when learning or doing something



	Problem Identification
	Identifying the nature of problems



	Critical Thinking
	Using logic and analysis to identify the strengths and weaknesses of different approaches



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



	Instructing
	Teaching others how to do something



	Service Orientation
	Actively looking for ways to help people



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



	Implementation Planning
	Developing approaches for implementing an idea



	Mathematics
	Using mathematics to solve problems



	Bookkeeping
	Ability to maintain bookkeeping records and inventories



	Administration and Management
	Knowledge of principles and processes involved in business and organizational planning, coordination, and execution. This may include strategic planning, resource allocation, manpower modeling, leadership techniques, and production methods



	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



	Education and Training
	Knowledge of instructional methods and training techniques including curriculum design principles, learning theory, group and individual teaching techniques, design of individual development plans, and test design principles



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



	Customer and Personal Service
	Knowledge of principles and processes for providing customer and personal services including needs assessment techniques, quality service standards, alternative delivery systems, and customer satisfaction evaluation techniques


LICENSURE, CERTIFICATION OR REGISTRATION REQUIREMENTS
EFFECTIVE:

03/17/2003
History:

07/01/2002

02/01/2015
Title change from First-Line Supv/Mgr of Off/Admin Sup Wkr

Confidential: Collective Bargaining Preparation Document
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