
OFFICE SUPERVISOR

DEFINITION

Under general supervision, supervise staff that provides administrative support for a Human Services Department, Division or Unit.  Manage such functions as: work assignments and work flow, liaison with staff administrative agencies, facilities management, master employee scheduling, records processing and storage, specialized word processing applications (supervisory and programming), and budget development activities, expenditure control, and other administrative support services as assigned.

EXAMPLES OF DUTIES

Supervise administrative support personnel activities, including responsibility for effectively recommending hiring and making probationary decisions, taking disciplinary actions, conducting performance evaluations, adjustment of grievances, layoffs, training of new employees and development of current incumbents; develop, implement and monitor policies and procedures necessary to provide administrative support or clerical services; develop and maintain record keeping systems and interface with systems and data processing personnel when computerized systems are developed and/or modified; work in a liaison capacity with other administrative support agencies such as employee relations purchasing, payroll and other outside service agencies; respond to facilities problems and arrange for repairs; perform special studies on administrative services and recommend new techniques and operations to improve effectiveness and efficiency; develop forms and distribution and routing systems; evaluate levels of service provided; participate in budget development activities; perform specialized word processing duties, including keying of confidential disciplinary and labor relations documents; may create and modify glossaries (programs) for a wide range of applications such as data base, word processing and math; may resolve advanced equipment malfunctions; may troubleshoot user program problems on a frequent basis; may perform cost‑benefit analyses on suggested administrative processes or equipment; may train users in the use of a variety of word processing functions; may advise departments’ users 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; and may train other employees in the use of proper administrative procedures.

EMPLOYMENT STANDARDS

Education and Experience:  High school graduation and at least five years of general administrative support work, including at least three years of significant supervisory or lead work experience.  Additional credit will be given for an associate degree in business or a related field. 
Knowledge, Skills and Abilities:  Knowledge of modern office procedures and practices; knowledge of supervisory principles and practices; knowledge of electronic data processing applications; knowledge of advanced word processing programming options, principles and procedures; knowledge of word processing equipment including terminals, printers, and peripheral equipment; possession of effective interpersonal skills; excellent skills in a variety of computer programs including Outlook, Work, Excel and Access. ability to train, direct, and monitor the work of others; ability to interpret, develop, and write complex policies and procedures; ability to perform cost‑benefit analyses; ability to gather, organize, and classify information from a variety of sources; ability to function effectively in a fast-paced, service-oriented environment; and ability to interact with other employees, officials and the public in a courteous and professional manner.

Special Requirements:  Possession of a valid Wisconsin driver’s license and reliable personal transportation may be required for some positions. Certain positions may require one year of word processing and/or personal computer operation experience with the latter including financial spreadsheet applications.
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