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DESCRIPTION
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JOB CODE TITLE
Administrative Professional 4
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pendently formulates decisions &/or judgments involving non-legal
interpretation of policies & procedures to resolve problems) for the
Office of the State Chief Information Officer’s (CIO) office & other
staff members using personal computer & various software packages
(e.g., Microsoft Office Word, Excel, PowerPoint, Outlook): acts as
liaison between State CIO and OIT leadership staff, vendor communi-
ty, and agency counter-parts; composes, receives & responds to corre-
spondence involving requests for specific information relative to the
State CIO’s office &/or Office of Information Technology (OIT) ac-
tivities; provides verbal &/or written information regarding services
& activities of OIT to division/department staff, external customers,
vendors & general public; manages administrative support functions
(e.g., scheduling, meeting preparation, contract/signature document
tracking, records retention, presentation and talking point prepara-
tion); conducts follow-up on assignments made to staff; assists in
maintenance of office machines (e.g., telephones, fax machines).

Acts as primary point of contact, greeter, and screener for all visitors
& phone calls to the CIO’s office: maintains a professional image
and demeanor befitting this role; performs related duties (e.g., an-
swers phones, opens mail); responds to inquires from constituents,
customers & employees; creates, manages, oversees &/or monitors
assigned projects.

Manages State CIO’s calendar & performs other related duties as as-
signed (e.g., coordinates special projects & events with other depart-
menizal offices).
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JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skiils & Abilities
40 | Performs secretarial & non-routine administrative tasks (i.e., inde- Knowledge of (1) administrative practices

& procedures; (2) English grammar &
composition; {3) office practices & pro-
cedures*, (4) agency policies & proce-  §
dures*,

Skill in {5) operation of personal comput-
er & associated hardware/software (¢.g.,
Microsoft Office Word, Excel, Power-
Point, Outlook, laser printer).

Ability to (6) deal with a many variables
and determine specific action; (7) com-
municate verbally & in writing on sensi-
tive & confidential matters; (8) write
routine business letters, evaluations &
reports; (9) gather, collate & classify in-
formation about data, people or things,
(10) assess questions & provide appropri-
ate information.

Knowledge of 1, 2, 3%, 4*
Skill in 5
Ability to 6, 7, 8,9, 10

Knowledge of 1, 2, 3%, 4*
Skill in 5
Ability to 6,7, 8,9, 10

*developed after employment
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