NEBRASKA STATE COLLEGE SYSTEM

CLASSIFICATION DESCRIPTION

OFFICE ASSISTANT II

Scope of Work

(May perform all the duties of an Office Assistant I, plus the following)

This is responsible clerical and reception work of moderate complexity requiring professional discretion in the fulfillment of work responsibilities.

Performs varied tasks such as being accountable for a wide range of duties related to student records and information and reception and clerical support for the office or department.  Work includes producing reports and documents from rough draft, dictation or verbal instruction, transcribing and distributing meeting minutes and coordinating staff/faculty appointments, meetings and travel arrangements.  An employee within this classification is expected to exercise independent judgement in determining work priorities in accordance with departmental policies and procedures.  Specific and general instructions are received from an administrative superior with work reviewed in the form of observation, efficiency and accuracy of work produced.  Leadership may be provided for other clerical staff.

Examples of Work

Accesses various forms of information in order to compose, type and prepare routine correspondence, memoranda, student examinations, manuscripts, reports, forms and related materials; reviews and monitors operational forms for accuracy and compliance with established guidelines seeking corrections from appropriate personnel as needed; produces reports and documents from rough draft, dictation or verbal instruction; records, transcribes and distributes meeting minutes.

Answers general and operational requests for information either person or over the telephone; greets and directs visitors, students and staff; receives and routes correspondence and messages; opens, sorts and distributes mail.

Maintains office files, records and inventory of supplies; prepares and records payroll documents for student workers or employees; records expenditures and maintains budgetary and financial records.

Compiles and summarizes information and prepares standard forms and routine reports; maintains individual and departmental calendars; coordinates staff/faculty appointments, meetings and travel arrangements.

May train, schedule and guide the work of other clerical personnel; monitors office operations and staff work flow.

Performs other duties assigned.

Preferred Knowledge, Skills and Abilities

Knowledge of business English, composition and basic mathematical functions.

Knowledge of modern office practices and procedures.

Knowledge of computer word processing, spreadsheet and database applications

Ability to maintain clerical records and financial data.

Ability to perform routine clerical tasks including the preparation of correspondence, reports and memoranda.

Ability to communicate effectively both orally and in writing with the general public and a diverse staff and student population.

Ability to train, schedule, guide and evaluate the work of other clerical staff.

Skill in the operation of a personal computer, typewriter, calculator and various common office equipment.

Preferred Training and Experience

Graduation from Senior High School or equivalent supplemented by an Associate degree in Business Administration or related field and two years of clerical experience.

Minimum Requirements

Graduation from Senior High School or equivalent supplemented by general clerical or business coursework and one to two years of clerical experience or any combination of skills, knowledge and abilities that meet these requirements.

Special Requirements
Incumbent may be required to pass a standard job-related typing/keyboarding test.

Essential Duties

Each college will determine for their own use the essential duties assigned to this position.

The foregoing is a general description of this position and may be changed from time to time by the System Administration.

