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Classification Specification
	

	
	2810000

	
	ADMINISTRATIVE STAFF ASSISTANT



Class Summary

The responsibilities of this classification include performing specific administrative duties and responsibilities in support of a unit, division or department. Administrative duties include but are not limited to researching and analyzing information, coordinating and implementing technical/specialized work assignments and drafting and preparing written reports and agendas.

Distinguishing Characteristics

This is a single-level classification and is considered a bridge to the classification series for Business and Finance Officer, Administrator and Project/Program Manager. It is distinguished from the Administrator series in that incumbents in the position are required to perform specific administrative work responsibilities within established guidelines and procedures, while the Administrator classification series is primarily concerned with a variety and a broad scope of duties focused on budgeting, personnel and other administrative-related functions that support a work unit, section, division and/or department on a continual basis. This classification is distinguished from the Administrative Specialist series in that incumbents in the position do not perform office management and administrative support services or supervise general or technical clerical staff.

Examples of Duties (May vary by position)

1. Oversee and/or coordinate the processing of information for assigned work unit, section, division or department.

2. Draft correspondence and reports for assigned work.

3. Research and analyze specific assignments and prepare written reports of research findings as directed by supervisory and management staff.

4. Monitor and review budget expenditures and participate in the preparation of unit, section, division or department budget.

5. Participate in planning and organizing meetings, workshops and other related training.

6. Coordinate the preparation of agendas, meeting notices and related information for internal and external committees and task forces.

7. Plan, coordinate and implement specialized human resources/staffing assignments as directed by supervisory and management staff.

8. Act as the liaison with internal and external sources on human resources and financial policies, procedures and functions.

9. Act as facilitator for assigned committees and task forces.

10. Develop, plan and/or implement filing/record keeping systems for assigned work unit.

11. Provide work direction and/or assignments to staff.
12. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of word processing and spreadsheet software

Basic knowledge of budgeting techniques and principles

Knowledge of office management techniques and principles

Planning and organizational skills

Facilitation skills

Oral and written communications skills

Skill in working with diverse populations
Licensing, Certification and Other Requirements

Washington Driver’s License or the ability to travel to locations with limited or no public transportation services (some positions)

Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	None

	Class History
	Created    11/1996

	
	Updated   2/2003  

	
	Updated   12/2007 Changed font and format


Page 2
Administrative Staff Assistant   

12/2007 Version

[image: image1.png]