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Office of information Technology ISD/Enterprise Computing
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S QI Intermittent | [J Essential If FLSA Exempt, exemption type: Page 1 of 2

FROM: 8:00 am TO: 5:00pm

NORMAL WORKING HOURS (Explain unusual or rotating shift):

JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Order of Importance

Knowledge, Skills & Abilities
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40 | Under administrative supervision, assists in program direction by as-
suming responsibility for various administrative duties on behalf of
Infrastructure Services Division (ISD), Enterprise Computing Adminis-
trator: acts as liaison between administrator & section managers; com-
municates decisions, directives & assignments to staff on behalf of ad-
ministrator, as well as under own signature; serves as liaison between
administration & staff in interpreting policies, procedures & program
direction; provides input & guidance & makes decisions on administra-
tive issues; establishes & maintains appropriate tracking & reporting
systems to assist administrator in monitoring issues, projects & initia-
tives; monitors section managers” progress in meeting goals & objec-
tives of ISD & Enterprise Computing; attends meetings to actively par-
ticipate in presenting information & responding to comments; questions
other participants on behalf of administrator; writes & submits reports
to administrator summarizing details of meetings attended; takes meet-
ing minutes & prepares for distribution; researches in-house files &
other record sources to gather information for administrator; works with
ISD Human Resources Coordinator to distribute performance evalua-
tions & ensure timely return; tracks & reports to administrator on eval-
uations; provides input, guidance & decisions on administrative issues
& immediately informs administrator of business conditions that may

Develops & implements policies & procedures (e.g., tracking goals &

objectives of section; processing personnel paperwork, standard operat-
ing procedures & policies for administrative processes): provides input,
guidance & decisions on administrative issues; establishes & maintains

Knowledge of (1) business administra-
tion, management or public administra-
tion; (2) public relations/customer ser-
vice; (3) agency policies & proce-
dures¥; (4) government structure &
process®; (5) office practices & proce-
dures; (6) agency personnel processes™®;
Skill in (7) operation of personal com-
puter, laser printer & associated soft-
ware (e.g., Microsoft Word, Excel).
Ability to (8} define problems, collect
data, establish facts & draw valid con-
clusions; (9) gather, collate & classify
information about data, people or
things; (10) maintain accurate records;
(11) write standard business corre-
spondence, reports, memoranda & like
documents; (12) handle routine & face-
to-face contacts with employees, gen-
eral public, private & government offi-
cials.

Knowledge of 1,2, 3%, 4%, 5, 6*
Skill in 7
Ability to 8, 9, 10, 12

*developed after employment.
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NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00 am

TO: 5:00 pm

JOB DESCRIPTION AND WORKER CH:RACTERISTICS
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Investigates complaints that involve conferring with units/sections in
question: summarizes findings & either responds to complainant ver-
bally or in writing & apprises administrator of recommended corrective
action to resolve complaint & offset future problems or makes recom-
mendations for administrator’s action; prepares & distributes monthly
performance reports; receives sensitive phone calls & channels to ap-
propriate parties for response.

Performs other related administrative functions: receives & responds to
correspondence involving requests for general or specific information
relative to Enterprise Computing’s activities; maintains confidential
files; attends & conducts meetings; attends training seminars; assists in
preparation of budgets & allotments; reviews & summarizes fiscal, op-
erational & personnel reports; coordinates audit response; oversees of-
fice budget development & expenditure controls; prepares reports &
maintains logs, records & files; coordinates assigned charitable events
for Enterprise Computing; coordinates floor wardens & Agency-Wide
Safety & Security Plan updates; maintains essential employee list; in
absence of other office suppott staff, greets & directs visitors; drafts
outline of meeting agendas to prepare administrator & forwards such
information to meeting participants in advance; assists with payroll
processing; makes travel arrangements & verifies expense reports; reg-
isters employees for training classes & seminars; disburses petiy cash as
needed ensuring accountability of disbursements & meets with auditors
conducting petty cash audits; orders office supplies as needed; updates
employee education records; approves purchases in Paperless Procure-
ment System.

Must submit to & pass personal background check.

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

Knowledge of 1, 2, 3%, 4%, 5, 6%, (14)
agency payroll processing procedures®
Skill in 7

Ability to 8, 9, 10, 11, 12, 13, (15)
budgeting.

*developed after employment.
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