NEBRASKA STATE COLLEGE SYSTEM

CLASSIFICATION DESCRIPTION

OFFICE ASSISTANT IV

Scope of Work

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

This is specialized clerical work of an administrative nature requiring broad knowledge of campus projects, policies and procedures and personal discretion and confidentiality in the disposition of work matters.

Work involves performing a wide variety of clerical and administrative tasks which may involve providing leadership for other subordinate clerical staff.  Work includes coordinating all phases of research for preparation of special reports; composing routine and confidential memoranda, correspondence, and related documents requiring knowledge of campus projects and timelines; receiving and screening calls and visitors, providing requested information and distributing messages accordingly scheduling meetings and appointments for administrative personnel; and acting as clerical and administrative liaison between departments, divisions and various agencies.  Assignments are received in the form of generalized instructions with work being reviewed by an administrative superior in the form of reports, conferences and results achieved.  This class is different from other clerical classifications in the complexity, confidentiality and diverseness of work responsibilities.  Leadership may be provided for other clerical staff.

Examples of Work

Prepares routine and confidential administrative correspondence, memoranda and related documents, requiring knowledge of campus projects and timelines, from draft copies, direct instructions and/or dictation; creates and maintains departmental/ divisional files, records and archive systems.

Composes, types and transmits responses to routine inquiries received by the administration; performs routine data entry; serves as clerical and administrative liaison between departments, divisions and various agencies, as needed.

Researches, organizes and prepares special reports, as requested; records and organizes necessary materials and information required to compile administrative board and subcommittee reports.

Coordinates superior’s agenda responding to questions regarding availability for meetings and telephone communications; schedules appointments and meetings for administrative personnel; recommends and updates work policies and procedures; may plan, assign and guide the work of other clerical staff.

Attends meetings for the purpose of providing clerical support; records, transcribes and distributes executive board, committee, subcommittee and council meeting minutes; receives and screens visitors and calls, supplies general information and distributes messages accordingly.

Performs other duties as assigned.

Preferred Knowledge, Skills and Abilities

Knowledge of business English, composition and basic mathematical functions.

Knowledge of computer systems and advanced word processing, database and spreadsheet applications.

Knowledge of modern office practices and procedures.

Knowledge of organizational and administrative policies and procedures.

Ability to perform routine administrative tasks including composing, preparing and disseminating correspondence, reports, memoranda and related documents.

Ability to interpret rules, regulations and policies and to relay information according to established precedent.

Ability to maintain varied and complex filing systems and records.

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

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

Skill in the operation of a personal computer, typewriter, calculator and other common office machines.

Preferred Training and Experience
Graduation form a senior high school or equivalent supplemented by an Associate degree in Business Administration or related field and for years of office administration experience.

Minimum Requirements 

Graduation form a senior high school or equivalent supplemented by an Associate degree in Business Administration or related field and three years of office administration 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 won 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.

