ADMINISTRATIVE SERVICES TECHNICIAN� 





DEFINITION





Under general supervision, to provide administrative and support services for a department or work unit including such functions as security operations (govern access to folders and applications), MS Office applications (Word, Excel, Access and PowerPoint), development, testing, documentation and maintenance of spreadsheet and database applications, administrative liaison with other agencies, records processing and storage, staff training, expenditure control, and other administrative support services as assigned.








EXAMPLES OF DUTIES





May process security requests for new, transferring and terminating employees; govern access to applications, folders and data; maintain global distribution lists; provide liaison with other administrative departments such as IT, personnel, purchasing, payroll, etc, as well as state agencies; perform moderate to advanced word processing tasks such as merge file applications, fillable form documents, embedded macros, password protected documents, etc; perform moderate to advanced spreadsheet functions such as pivot tables, charting, macros, linked spreadsheets, etc; perform moderate to advanced database functions such as database design and development, query and report writing, data import and processing, etc; perform routine database maintenance applications; write and maintain user documentation; provide user support and trouble shoot user problems; train users and other employees in a variety of applications; develop distribution and routing systems; control expenditures from approved budgeted accounts; perform a master scheduling function; data entry as needed.





 


EMPLOYMENT STANDARDS





Education and Experience:  Any combination of training and experience equivalent to high school graduation and at least four years of general administrative support experience and at least two years of administrative support with minimal supervision.





Knowledge, Skills and Abilities:  Knowledge of modern office procedures and practices;  moderate familiarity with MS Windows XP; moderate to advanced knowledge of MS Word and MS Excel, basic to moderate knowledge of MS Access; ability to evaluate, design, organize and develop word processing, spreadsheet and database applications; ability to gather, organize, and classify information from a variety of sources; ability to understand, chart and document business processes; ability to work with and document complex databases; ability to train others; ability to interpret, develop, and document complex policies and procedures; ability to communicate effectively and courteously with other employees, officials, and the public.





SPECIAL REQUIREMENTS:  None
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