State of Georgia Job Description

	Job Title: Administrative Services Asst 
Job Code: 61824 
Last Update: 01/01/2002 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 02 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision, operates a technical school switchboard and greets visitors. Responsible for incoming and outgoing mail. Performs clerical duties such as typing, filing and maintaining employment packages. 




Job Responsibilities & Performance Standards:
1.
Operates a multi-line telephone console for a technical college in order to relay incoming calls. (Performed by all incumbents) 


1.
Answers the telephone in a courteous and timely manner.

2.
Attentively listens and notes callers' questions and requests.

3.
Uses sound judgment and knowledge of the technical college, operations and procedures to appropriately respond to callers' questions and requests.

4.
Records messages accurately and legibly according to established practices.

5.
Forwards messages to appropriate parties in a timely manner.

2.
Greets and directs guests visiting the technical college. (Performed by all incumbents)

1.
Acknowledges and responds to all guests in a timely and courteous manner.

2.
Maintains a calm and professional demeanor at all times.

3.
Determines the nature of the business and assists guests accordingly by providing appropriate information or directing guests to other personnel. Facilitates miscellaneous requests.

3.
Retrieves or receives, screens, opens and distributes mail. Prepares for delivery and sends outgoing documents and other materials. (Performed by all incumbents)

1.
Appropriately retrieves/receives, opens, screens, and/or distributes incoming mail to faculty and staff mailboxes in a timely manner.

2.
Prepares and sends outgoing documents and other materials according to established guidelines or as instructed.

3.
Prepares, sends and/or relays in a timely manner communications such as faxes and e-mail, according to applicable guidelines and formats.

4.
Performs clerical duties such as filing, limited typing, and maintaining employment packages. (Performed by all incumbents)


1.
Properly files documentation in employees' personnel files. Observes all confidentiality requirements. Prepares files for disposal according to state rules and regulations.

2.
Accurately types, proofreads and corrects letters, forms and other personnel-related documents.

3.
Properly maintains an appropriate level of employment packages for new hires.

4.
Promptly notifies appropriate personnel if forms need to be reproduced for employment packages.

5.
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. (Performed by all incumbents)

1.
Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.

2.
Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.

3.
Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.

4.
Accepts direction and feedback from supervisors and follows through appropriately.

5.
Treats customers with respect, courtesy and tact; listens to customer and interacts with customer as a person while maintaining business relationship



Minimum Qualifications:
One to two years of experience performing clerical tasks of routine difficulty. Experience sufficient to thoroughly understand the basic principles relevant to the major duties of the position. 

Preferred Qualifications:
  In addition to the minimum qualifications, a diploma from a technical college. 

	
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. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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