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Classification Specification
	

	
	2810100

	
	ADMINISTRATOR I



Class Summary

The responsibilities of this classification include well defined and specific administrative services such as personnel, budget, problem solving, program development and administration functions for a unit, section, division or department. This is the entry-level professional classification and work is performed on an independent basis within established guidelines and procedures.

Distinguishing Characteristics

This is first level within a four-level Administrator classification series. This classification is distinguished from the Administrator II in that the incumbent is primarily responsible for assisting and/or performing work responsibilities within established guidelines and procedures and work may be performed on an independent basis. The Administrator II is responsible for developing programs or projects of limited scope within the unit, division or department. This classification is distinguished from the Project/Program Manager and Business and Finance series in that the work is primarily administrative in nature. The Project/Program Manager series is directed toward work for specific projects or programs and the Business and Finance series is focused on financial and business/organizational operations.
Examples of Duties (May vary by position)

1. Participate in the development, coordination and support of programs or projects for assigned work unit.

2. Assist in the identification and analysis of financial information, including identifying revenues, expenditures and discrepancies.

3. Assist in data collection and analysis for assigned research projects; prepare summary reports of analysis.

4. Provide information to management and staff on administrative policies and procedures, including collective bargaining agreements.

5. Assist in the development and/or revisions to administrative systems within assigned work unit.

6. Help develop monitoring and tracking systems to support work activities; administer and monitor such systems.

7. Represent the work unit, division or department on internal committees or task forces as assigned.
8. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Basic knowledge of information-gathering techniques and principles for research assignments

Basic knowledge of financial principles and practices

Skill in analysis
Skill in interpretation
Skill in organization
Skill in oral and written communication 
Skill in interpersonal relationships
Skill in mathematical calculation 
Skill in the use of personal computer and work-related software

Licensing, Certification and Other Requirements
Some 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
	Administrator I, II, III and IV
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