NEBRASKA STATE COLLEGE SYSTEM

CLASSIFICATION DESCRIPTION

OFFICE ASSISTANT III

Scope of Work

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

This is clerical work of an administrative nature of varied scope and complexity requiring independent judgement and confidentiality in performing assigned work tasks.

Performs varied tasks such as being responsible for the performance of relatively complex clerical operations, which require independent judgement based upon experience and knowledge of operational and administrative policies and procedures.  Work includes the maintenance of various record systems and the creation of reports involving payroll information, student, instructor and departmental records, and/or statistical data.   Work also includes composing routine memoranda, correspondence and written materials requiring knowledge of institutional policies and procedures and scheduling meetings and making travel arrangements for administrative personnel.  Employees are responsible for independently determining work in accordance within established precedent, departmental or school policy.   Detailed instructions are received only upon implementation of changes in procedures or concerning unusual or difficult matters.   Supervision is received from an administrative superior with work reviewed in the form of observation, reports and work completed.  Leadership may be provided for other clerical staff.

Examples of Work

Accesses various sources of information in order to compose, type and prepare administrative correspondence, manuscripts, proposals, reports and related confidential documents requiring knowledge of institutional policies and procedures; produces reports and documents from rough draft, dictation or verbal instructions; records, transcribes and distributes meeting minutes.

Responds to technical or complicated requests for information from the public, faculty, administrative staff or students; develops and maintains departmental files, records and inventories; monitors departmental expenditures and budgetary accounts.

Prepares and records payroll documents for departmental personnel; assists in planning and coordinating special campus activities; compiles and summarizes information and prepares standard forms and detailed reports; analyzes statistical data and compiles results.

Communicates official campus information utilizing various printed mediums; maintains individual and departmental calendars; coordinates staff/faculty appointments, meetings and travel arrangements.

May plan, assign, train and guide the work of other clerical staff; develops, implements and reviews office policies and procedures; manages office operations and coordinates clerical staff work flow.

Performs other duties as assigned.

Preferred Knowledge, Skills and Abilities

Knowledge of business English, composition and math and statistical functions.

Knowledge of modern office practices and procedures.

Knowledge of basic budgeting and accounting principles and practices.

Knowledge of a variety of computer word processing, spreadsheet and database applications.

Ability to perform advanced clerical tasks including composing, preparing and disseminating correspondence, reports and memoranda.

Ability to plan, assign, train and guide the work of other clerical staff.

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

Ability to maintain varied filing systems and records.

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

Preferred Training and Experience

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

Minimum Requirements 

Graduation form Senior High School or equivalent supplemented by an Associates degree in Business Administration or related field and two to three 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.

