ADMINISTRATIVE SERVICES SUPERVISOR

CORPORATE COUNSEL/CHILD SUPPORT
DEFINITION
This is a standardized class specification for all Administrative Services Supervisor positions in the county.  There may be slight variations depending on specific requirements of the job. 

Under general supervision, to supervise a staff providing administrative and clerical services for a department or work unit including such functions as secretarial services, liaison with staff administrative agencies, master employee scheduling, records processing and storage, specialized document generation applications including supervisory functions, budget development activities, expenditure control, and other administrative support services as assigned.

EXAMPLES OF DUTIES
Supervises the activities of a staff of administrative support personnel including responsibility for effectively recommending hiring decisions, probationary decisions, disciplinary actions, performance evaluations, adjustment of grievances, layoffs, training of new employees and development of current incumbents; develops, implements and monitors policies and procedures necessary to provide supportive administrative or clerical services; develops and maintains manual record keeping systems and interfaces with systems and clerical personnel when computerized systems are developed and/or modified; provides for liaison with other administrative support agencies such as the clerk of courts, personnel, purchasing, payroll, etc., and other outside service agencies; performs special studies on administrative services and recommends new techniques and operations to improve effectiveness and efficiency of services; performs cost‑benefit analyses on suggested administrative processes or equipment; develops forms; develops distribution and routing systems; evaluates levels of service provided; participates in budget development activities; may perform supervisory document generation duties including, recovering documents, changing document passwords, creating libraries, and advanced visual memory functions; may resolve advanced printer malfunctions; may troubleshoot user program problems on a frequent basis; may train users in a variety of word processing functions; may advise departments regarding the most efficient and effective utilization of technical procedure available for varied word processing functions; may control expenditures from approved budgeted accounts; may perform or supervise a master scheduling function; may participate in the development of labor relations positions covering different bargaining units; may participate in the development of disciplinary positions related to individuals other than those directly supervised; may key confidential disciplinary and labor relations documents; may train other employees in the use of proper administrative procedures.  

EMPLOYMENT STANDARDS
Education and Experience:  Combination of training and experience equivalent to high school graduation and four years of general administrative services experience including at least one year of supervisory or lead work experience.  One year of budgetary responsibilities with knowledge of financial spreadsheet applications.  Experience with Child Support program is a plus.
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Knowledge, Skills and Abilities:  Knowledge of modern office procedures and practices; knowledge of supervisory principles and practices; knowledge of advanced word processing; knowledge of budget guidelines and processes; knowledge of computer equipment including  printers, and peripheral equipment; ability to train, direct, and monitor the work of others; possess effective oral and written communication skills; ability to interpret, develop, and write complex policies and procedures; ability to perform cost benefit analyses; ability to evaluate, design, organize workflow in the most efficient and effective manner; ability to gather, organize, and classify information from a variety of sources; ability to operate a variety of office machines including copy/fax/scan; and ability to interact effectively and courteously with other employees, officials, and the public.

Special Requirements:  None
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