9040
ADM NI STRATI VE OFFI CER

Nat ure of Work

Under the direction of an adm nistrative superior, provides
adm ni strative support services including personnel, budget,
fiscal, and supply for an agency or an organizational unit of a
| arge agency. Perforns related work as required.

Exanpl es of Work

Conducts anal ysis and revi ew of agency prograns and activities
to ensure the nost effective admnistrative nmethods and
techni ques are used to acconplish overall objectives.

Coordi nates special progranms or projects of limted duration
for the agency.

Supervi ses the establishnment and mai nt enance of office
records.

Prepares or supervises the preparation of budget requests and
justifications.

Coordi nates the preparation of agency programreports and
revi ews.

Supervi ses the ordering, receiving, storing, and issuance of
suppl i es and equi pnent for office use.

May serve as the agency personnel |iaison.

Know edge, Skills and Abilities

Know edge of nodern office procedures, practices, and
equi pnent .

Know edge of the principles and practices of public and
busi ness adm ni strati on.

Know edge of the functions, organi zations, and governing
regul ati ons of the agency to which assigned.

Ability to exercise good judgnment and discretion in applying
and interpreting departnental policies and procedures.

Ability to establish and nmaintain effective working
rel ati onships with departnental officials, enployees, and
t he general public.

M ni mum Qual i fications

TRAI NI NG Graduation froman accredited four-year college or
uni versity.

SUBSTI TUTI ON  Addi ti onal experience as defined bel ow may be
substituted for the college training on a year-for-year
basi s.

EXPERI ENCE Two years of full-time or equivalent part-tine
pai d enpl oynent in responsible positions involving budget,
fiscal purchasing, supply or office managenent as primary
duti es.

Est abl i shed: 8/ 20/ 92
Ef fecti ve: 9/ 15/ 92



