State of Georgia Job Description

	Job Title: Administrative Coord (DTAE) 
Job Code: 61911 
Last Update: 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 03 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general to limited supervision, manages a variety of complex operational functions, such as procurement, audits, inventory control, budget development/monitoring, accounting, personnel management, payroll, motor pool, etc. for a technical college. Supervises professional, technical and/or para-professional support staff. 




Job Responsibilities & Performance Standards:
1.
Provides supervision of procurement activities for a technical college. Identifies areas in need of changed/enhanced procedures and recommends solutions. (Performed by all incumbents)


1.
Reviews and approves purchasing requests within established time frames. Performs periodic reviews on all outstanding purchase orders to ensure they are received and closed in a timely manner.

2.
Correctly verifies project, program, organization and account numbers.

3.
Correctly identifies areas in need of changed/enhanced procedures using input from subordinates and information from vendors and documents problems.

4.
Issues purchasing cards and thoroughly trains less experienced personnel on purchasing card usage.

5.
Promptly resolves disputes concerning purchasing card charges and vendors.

2.
Reviews, monitors, and evaluates assigned administrative/operational areas. (Performed by all incumbents)

1.
Regularly meets with supervisor to review and evaluate operations, identifying issues and trends.

2.
Evaluates existing policies, procedures and processes on a regular basis. Recommends and implements changes to unit functions and ensures unit is in compliance with state, agency and technical college guidelines.

3.
Thoroughly researches new purchasing mandates before developing purchasing guidelines for Employee Handbook. Updates, as necessary,  to ensure compliance with state policies. Effectively communicates changes to subordinate personnel and staff.

4.
Assists with the operation of assigned area as needed, particularly at the beginning of each quarter.

5.
Oversees the hiring of personnel assigned to various areas under supervision.

3.
Reconciles monthly expenditures on all equipment purchases over $1,000 with the asset management system. (Performed by all incumbents)

1.
Correctly reconciles monthly expenditures on all equipment purchases over $1,000 with the asset management system.

2.
Willingly assists auditors with annual physical inventory counts.

3.
Supervises the removal of any property from inventory either by transferring or surplusing.

4.
Directs human resources and employee relations functions. (Performed by all incumbents) 


1.
Properly reviews information for accuracy. Ensures the proper authorization and documentation is present for the transaction.

2.
Advertises for vacant positions by creating and/or modifying position announcements within specified time frame of request.

3.
Oversees the timely entry of data into the appropriate system, including information pertaining to classification, appointments, separations, leave, transfers, payroll, etc.

4.
Discusses potential grievance related concerns with employees and management in order to identify options or resolve issues prior to the formal filing of a grievance Compiles all documentation regarding EEOC complaints, lawsuits, grievances, etc.

5.
Correctly identifies training needs and ensures that necessary job related instruction is provided.

5.
Manages the recording of financial activity in accounting systems and sub-systems and the reconciliation of accounting data and transactions. Prepares or directs the preparation of accounting and financial reports. (Performed by all incumbents.)


1.
Accurately records transactions in a timely manner and according to established procedures and system guidelines.

2.
Promptly initiates all payments and deposits on specified accounts and funds. Provides monthly reports on the status of each organization.

3.
Correctly coordinates monthly bank reconciliation of accounts to correctly balance and reconciles accounting records.

4.
Appropriately resolves recording errors.

5.
Represents technical college in court regarding insufficient funds checks.

6.
Monitors payroll activities to ensure conformity to budget category allowances. (Performed by all incumbents)

1.
Oversees payroll duties to ensure that state payroll deadlines, tax deadlines and fringe benefit payment deadlines are met.

2.
Correctly identifies potential cost overruns.

3.
Appropriately transfers payroll funds from operating to payroll accounts upon confirmation of payroll.

4.
Correctly coordinates the reconciliation of payroll reports such as W-2, labor distribution and payroll and personnel audits.

5.
Provides accurate information to interested parties and assists with special requests from staff to meet instructional needs.

7.
Develops annual operating budget and submits for review and approval. (Performed by all incumbents) 


1.
Properly develops annual personnel budget for contracts to be issued and for pay rates to be established for each fiscal year.

2.
Performs adequate research and compiles accurate status reports of financial conditions.

3.
Compares financial status reports with projected budgets and correctly ascertains potential for cost overruns or other budget problems.

4.
Reports potential budget problems to supervisor in a timely manner.

5.
Recommends realistic and effective solutions to budget variances following appropriate guidelines.

8.
Creates and maintains a high performance environment characterized by positive leadership and a strong team orientation. (Performed by all incumbents) 


1.
Defines goals and/or required results at the beginning of performance period.

2.
Communicates regularly with staff on progress toward defined goals and/or required results, providing specific feedback and initiating corrective action when defined goals and/or results are not met.

3.
Evaluates employees at scheduled intervals, obtains and considers all relevant information in evaluations.

4.
Motivates staff to improve quantity and quality of work performed and provides training and development opportunities as appropriate.
9.
Assists in reporting of motor vehicles for insurance purposes. (Performed by all incumbents.) 


1.
Assists in the annual reporting of all motor vehicles for insurance purposes.

2.
Maintains accurate, up-to-date records on titles and tag numbers.

3.
May request and provide gasoline credit cards for each department vehicle.

10.
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.
Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.



Minimum Qualifications:
Bachelor's degree in accounting, human resource management, public administration, or closely related field *and* three years full-time paid work experience within the past seven years in accounting. 

Preferred Qualifications:
(In addition to the minimum qualifications) A master's degree and knowledge of the computerized statewide financial, payroll, purchasing and asset management control system. Previous supervision experience of payroll and personnel functions. 

	
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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