POSITION
DESCRIPTION

AGENCY/DEPT ID
DAS105625

DIVISION OR INSTITUTION

UNIT OR OFFICE

COUNTY OF EMPLOYMENT

W, 7-32 10 @

General Services Division State Architect’s Office Franklin
o [ reclassification [ Jnew Position Update Position Hyperlinkedto [
Agency Organizational Tree
- USUAL WORKING TITLE OF POSITION | POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
> & | Assistant to the State Architect 20005518 Deputy Director 5
=gl Permanent Classified Overtime: [ | Eligible [ Exempt Bargaining Unit 22
E £ L] Temporary | [] Unclassified
o [ Intermittent | [ ] Essential if FLSA Exempt, exemption type: Page 1 of 2
Administrative :
NORMAL WORKING HOURS (Explain unusual or rotating shift):
_FROM: 8:00am. _TO:  5:00p.m._(Report-in location subject to change )
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
50 | Acts for State Architect by providing operational coordination, admin- | Knowledge of (1) business administration;
istrative support & project coordination; independently answers com- (2) public relations; (3) design & con-
plex &/or confidential correspondence & prepares responses for State struction industry language & terminolo-
Architect’s signature; oversees day-to-day activities of unit; interfaces gy; (4) agency policies & procedures®; (5)
& coordinates project activities with Service Managers (e.g., Project project coordination (e.g., planning &
Services, Program Services, Capital Planning Services, Energy Servic- | development of project/program require-
es) which requires knowledge of design & construction industry lan- ments & providing input to design, devel-
guage & terminology (e.g., communicates & explains decisions, diree- | opment, testing/pilot, training & full scale
tives &/or assignments, & follows up on outstanding issues with appro- | implementation),
. priate staff, agencies/institutions, or construction industry project repre- | Skill int (6) operation of personal comput-
= sentatives); tracks pending actions with management staff, develops & | er & associated hardware/software (e.g.,
o 8 implements program policies & procedures related to SAO internal MS Word, Excel, PowerPoint, Outlook).
g & operations (e.g., independently researches & drafts written procedures Ability to (7) understand manuals & ver-
= 2 & internal policies, pilots programs, makes recommendations, & assists | bal instructions, technical in nature; (8)
Hoe State Architect in planning & execution of such policies & procedures define problems, collect data, establish
8 & for implementation). facts & draw conclusions; (9} gather, col-
g g late & classify information about data,
o 2 people or things; {10) handle sensitive
= 'g telephone & face-to-face inquiries & con-
=) tacts with general public; (11) plan, de-
L < velop & coordinate multiple projects; (12)
observe, frack & manage many details;
(13) organize time & materials to meet
deadlines; (14) make administrative &
procedural decisions.
Knowledge of: 1, 2, 3, 4%, 5, (15) human
25 | Acts as liaison with DAS & GSD Iuman Resources & assists State resources.
Architect in coordinating all activities related to SAQ hmman resources | Skillin 6
{e.g., assisting staff with time reporting issues, coordinating employee Abilityt0 7, 8,9, 10, 11,12, 13, 14
X evaluations, tracking continuing education & traininig of staff, assisting '
with updating position descriptions); leads SAQ new employee orienta-
tion program & maintains orientation materials; develops & maintains
e staff development programs for staff, *developed after employment
g 3 l| List Position Numbers & Job Titles of Positions Directly Supervised: SIGNATURE OF AGENCY REPRESENTATIVE DATE
O QB 20076291 College Intern
g 0 | 20075329 College Intern
= | 7/22 400
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POSITION
DESCRIPTION

AGENCY/DEPT 1D
DAS/DAS105625

DIVISION OR INSTITUTION
General Services Division

UNIT OR OFFICE
State Architect's Office

COUNTY OF EMPLOYMENT
Franklin

DRec[assiﬁcation EINew Position & Update

O

Agency Organizational Tree

Position Hyperlinked to

USUAL WORKING TITLE OF POSITION
Assistant to the State Architect

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
20005519 Deputy Director &

Permanent Classified
] Temporary | [] Unclassified
O] Intermittent | [1 Essential

20005496

Overtime: [ ] Eligible

POSITION NUMBER

If FLSA Exempt, exemption type:
Administrative

> Exempt

Bargaining Unit 22

Page 2 of 2

NORMAL WORKING HOURS (Explain unusuat or rotating shift):

5.00p.m. (Report-in location subject to change.)

“JOB DESCRIPTION AND WRKERCARCTER!STICS

% Job Duties in Order of importance

Knowledge, Skills & Abilities

25 | Provides administrative support to State Architect & coordinates activi-
ties related to special projects & events: independently researches in-
formation for projects, coordinates with other staff members, performs
technical writing, develops & tracks schedule, communicates progress,
follows up on issues, resolves problems, & assists in implementation;
assists in development of event materials, coordinates & schedules
meeting rooms, computer & audio visual equipment; performs other
duties as necessary or as assigned.

JOB CODE TITLE
Administrative Assistant 2

Knowledge of 1,2, 3, 4%, 5
Skills in 6
Ability to 7, 8,9, 10, 11, 12, 13, 14

Position Specific Minimum Qualifications:
2 yrs, exp. in project coordination (e.g.,
plarming & development of
preject/program requirements & providing
input to design, development, testing/pilot,
training & full scale implementation);

2 yrs. exp. in design & construction indus-
try language & terminology.

*developed after employment

List Position Numbers & Job Titles of Positions Directly Supervised:
20076291 College Intern
20075322 College Intern

JOB CODE
63122

SIGNATURE OF AGENCY REPRESENTATIVE

@%%M //Uw%w%/cé/

DATE

vue

123010
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