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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Provides advanced technical-level support and office administration to technical college or Technical College System’s Central Office department administrators; Provides information and assistance to internal and external customers; Resolves issues; Prepares research data. 

Job Responsibilities & Performance Standards:
1. Assists upper level management in organizing and executing routine activities and special projects;

2. Acts as liaison with outside organizations to gather or report program-related information;

3. Plans and coordinates meetings, conferences, seminars and travel calendars;

4. Documents data/information such as organizational unit or program area work activity, purchasing, budget expenditures, program changes, and resource utilization.  Prepares reports and communications;

5. Assists the manager in organizing and executing routine activities and special projects;

6. Conducts extensive research to compile information needed to generate reports, complete projects and accurately responds to questions and concerns;

7. Monitors use of and maintains supplies, equipment and/or facilities for assigned work unit;

8. Compiles and maintains employees’ time records;

9. Attends seminars, conferences, job-related training, and/or other staff development training programs.




Sample Technical Competencies:
1.   Knowledge of Technical College System Rules, policies and procedures;

2. Ability to use computer programs, calendar functions and electronic research sources; 

3. Ability to handle multiple tasks at once and prioritize workload; 

4. Ability to provide support serves to both internal and external customers; 

5. Ability to use proper judgment in selecting which issues to handle or re-direct; 

6. Ability to identify customers’ issues and provide satisfactory resolution.





Entry Qualifications:
Bachelors Degree OR Three years of work related experience

Preferred Qualifications:
No preferred qualifications information is available. 

Career Development Levels:
No Levels & performance standards information is available.

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 
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