LABOR CATEGORY INFORMATION SHEET
	Labor Category
	SCA Category

	ADMINISTRATIVE ASSISTANT 
	YES

	GENERAL DUTIES OR EXPERIENCE:

	Provides principal administrative support in an office, usually to a manager, and, in some cases, also to the subordinate staff of the manager.  Maintains a close and highly responsive relationship to the day-to-day activities of the office.  Works fairly independently, receiving a minimum of detailed guidance.  Performs varied clerical and administrative duties requiring knowledge of office routine and an understanding of the organization, programs, and procedures related to the work of the office.
Organizational structure the office supports is complex and is divided into subordinate groups that usually differ from each other as to subject matter, function, etc., and administrative controls are formal.

Handles differing situations, problems, and deviations in the work office according to general instructions, priorities, duties, policies and program goals.  May assist with special assignments.

In addition to secretarial duties (filing, taking phone calls, scheduling appointments, making travel arrangements), this position will provide administrative support to executive staff with office management responsibilities to include budgeting, personnel records and payroll.  The Administrative Assistant may be required to work independently on projects requiring research and preparation of briefing charts and other presentation materials.  

	ADDITIONAL REQUIREMENTS

	None

	Level
	eCraft Title
	eCraft Code

	I
	ADMINISTRATIVE ASSISTANT
	01020

	Typical Education:

	High school diploma with five (5) years experience.  A _ degree in __ may be substituted for _ years of professional experience.

	Typical Experience:

	Five (5) years professional experience.

	Additional Guidelines:

	None


