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GENERAL STATEMENT OF JOB

Under limited supervision, performs specialized office and administrative duties for one or more assigned program areas or staff.  Work is characterized by its specialized program support and technical skills.  Functions are performed at a level of moderate complexity and some tasks have a confidential nature. Employee must exercise considerable tact and courtesy in dealing with the public.  May report to a working administrative supervisor, agent, program professional, senior manager or director as assigned.


       ILLUSTRATIVE EXAMPLES OF WORK
NOTE:  The illustrative examples of work listed below are not an exhaustive list of duties and responsibilities performed by the position.  The examples are intended to represent the level and type of work performed.  This list is not to be considered or represent an employment contract.

Essential Functions:
Reviews incoming mail to keep informed on status of matters being handled; routes other mail to appropriate staff, handles routine correspondence, and independently prepares appropriate replies.  Maintains calendar, meeting schedules and makes travel arrangements as needed.

Receives telephone calls and visitors; gives out detailed information regarding program activities; refers caller to appropriate program area or personnel. Responds to inquiries from the general public by telephone, e-mail and in person, regarding programs, related program services and upcoming events.
Utilizes computerized equipment and various word processing, spreadsheet, and/or file maintenance programs to enter, stores and retrieves information as requested or otherwise required.

Compiles and summarizes data from well-established sources; prepares and completes a variety of monthly, quarterly and annual reports.  Reviews and verifies records and reports to insure required information is complete and accurate.

Searches for research-based information relative to assignments or programs using online reference libraries, internet searches, office files and reference manuals.  
Establishes and maintains a variety of tangible files, filing and retrieving information, as requested by the Agent in their absence or as otherwise necessary.

Types materials from typed or handwritten copy using a variety of complicated formats for preparing correspondence, reports and manuscripts, with responsibility for accuracy of spelling, punctuation, format and grammar.  
Takes and prepares meeting minutes for distribution.  Notarizes program-related legal documents.  
Prepares check requests and/or purchase requisitions for supplies and/or other required materials and equipment.

Researches, collects, and integrates data from various sources, including the development and writing of reports.

Serves as an information source and problem solver for program policies and processes.  Provides cost cutting solutions through analyzing invoices, working with vendors, review of contracts and research. Must be knowledgeable of federal, state and local policies and procedures.  
Prepares and disseminates mass mailings.  

Compiles and summarizes data from well-established sources; prepares and completes a variety of monthly, quarterly, and annual reports.

Coordinates the logistics of program or training events including room or facility requirements and set up.  Work requires welcoming and registering participants via email or hardcopy, collecting fees and processing accurately.  Events may also include workshops, conferences, production meetings, field days, classes, achievement programs and advisory committee meetings.  
Coordinates obtaining information for monthly bulletins, holiday flyers and other distribution outlets.

Assists Agents with special and recurring projects, promotional events and related marketing efforts.

May serve as a program liaison for the Agent or as a representative for the program as requested.  

Specialized marketing work is performed in creating newsletters, maintaining websites and social media pages.  Sends public service announcements to newspapers regarding upcoming classes and send out blackboard connect calls for all programs.  Maintains a program library of marketing collateral.  

Oversees program and office supplies, general maintenance of building as assigned and inventories.
May provide monitoring of special accounts such a cellular contracts or monitoring of federal and state grant accounts.  

May participate in preparation of annual budget development and submission by organizing collection of information, assisting agents with computer input, briefing to management, and subsequent revisions.  Work is done in the time allowed with a high degree of accuracy.   
Additional Functions:

Performs other related work as required or when Agents are in the field.


MINIMUM EDUCATION, TRAINING AND EXPERIENCE

High school graduation or equivalent supplemented by several vocational courses in office management and/or computer sciences and two to three years of administrative or office support  experience, or an equivalent combination of training and experience which provides the required skills, knowledge and abilities.

SPECIAL REQUIREMENTS
Knowledge Skills and Abilities

Skills in computer applications and software such as Microsoft Word, Adobe, Publisher, Excel Spreadsheet, Internet Explorer, Blackboard Connect and Power Point.  
Ability to operate standard office equipment including printers, postage meters, computers, projectors, laminators, paper folders and photo copiers.

Ability to communicate effectively with a diverse clientele and work in a dynamic and fast paced team environment.  

Organizational skills and ability to multi-task.  

Required Essential Job Functions
Requires the ability to exert up to 50 pounds of force occasionally, and/or up to 25 pounds of force frequently, and/or up to 10 pounds of force constantly to move objects.

Requires the ability to maintain body equilibrium when bending, stooping, crouching, climbing, reaching and/or stretching arms, legs or other body parts, and to physically maneuver upon varying terrain, surfaces or physical structures.
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