ADMINISTRATIVE ASSISTANT I
JOB ANALYSIS

	FREQUENCY

How often is this duty performed?
	
	IMPORTANCE

How important to the job is it that the duty is performed properly?
	
	CONSEQUENCE OF ERROR

How damaging is it if the duty is carried out improperly?

	0 = Not Performed
	
	0 = Not important
	
	1 = Not Damaging

	1 = Rarely
	
	1 = Important
	
	2 = Medium

	2 = Occasionally
	
	2 = Crucial
	
	3 = Damaging

	3 = Frequently
	
	
	
	


TASK LIST

	TASK
	LINK TO KSAs
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	
	
	
	
	

	1.
Prepare the Request for Personnel Action (RPA) by entering information into the Automated RPA system and attaching updated essential functions duty statement, justification, job opportunity bulletin (JOB), and organization charts.
	
	
	
	

	2. Write, review, and revise hiring and personnel action documents including but not limited to: essential functions duty statements, JOBs, justifications, freeze exemption requests, etc. utilizing MS Office.
	
	
	
	

	3. Assist in the interview process by reviewing applications for eligibility to interview, assisting with the development of screening and selection criteria, serving on interview panels, and reviewing personnel files as requested.
	
	
	
	


	TASK
	LINK TO KSAs
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	
	
	
	
	

	4. Advise managers/supervisors on appropriate personnel actions to ensure management can make informed decisions on complex and sensitive personnel issues by effectively researching and interpreting personnel laws, rules, policies and procedures, determining alternatives, and making recommendations to management in conjunction with the DGS Office of Human Resources (OHR), Labor Relations, and Equal Employment Opportunity (EEO).
	
	
	
	

	5. Perform research and analysis for EEO and Labor Relations issues including research related to employee grievances.
	
	
	
	

	6. Perform special studies and investigations as requested by the Deputy Director by reviewing the assignment, researching, collecting and analyzing pertinent data from affected program areas, and culminating this data into cohesive reports.
	
	
	
	

	7. Screen and research all programmatic problems and issues before they are presented to the Deputy Director.
	
	
	
	

	8. Responsible for maintaining accurate, confidential records for the Deputy Director for storage and retrieval using various departmental templates, Microsoft Word, Outlook, Excel and Visio documents.
	
	
	
	

	9. In compliance with the Political Reform Act and Government Code section 18730, administer the division Conflict of Interest program including updating the code, collection of the annual statements of economic interest, as well as assuming position and leaving position statements utilizing the DGS Conflict of Interest Code.
	
	
	
	

	10. Assign, track, and review all special project assignments for the Deputy Director utilizing MS Excel and following DGS administrative procedures.
	
	
	
	


	TASK
	LINK TO KSAs
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	
	
	
	
	

	11. Prepare and respond to correspondence for the Deputy Director utilizing MS Office and following DGS Correspondence Guidelines.
	
	
	
	

	12. Participate in advisory groups to improve departmental processes and systems and resolve issues that impede operations by researching and developing proposals for improvements.
	
	
	
	

	13. In order to notify employees of new or changed policies and procedures, develop, review, coordinate and publish the department’s administrative orders utilizing MS Office and following DGS Correspondence Guidelines.
	
	
	
	


ADMINISTRATIVE ASSISTANT I
KNOWLEDGE, SKILLS & ABILITIES (KSAs)

	IMPORTANCE
	
	NEED DAY 1

	0 = Not related to satisfactory job performance
	
	Y = Yes

	1 = Helpful or Desirable to satisfactory job performance
	
	N = No

	2 = Important to satisfactory job performance
	
	

	3 = Essential to satisfactory job performance
	
	


	KNOWLEDGE OF
	IMPORTANCE
	NEED DAY 1

	1. Principles, problems, and methods of public and business administration, including organization and personnel and fiscal management.
	
	

	2. Office management principles, methods, and procedures.
	
	

	3. Administrative survey techniques and skill in their application.
	
	

	4. Statistical and research methods.
	
	


	ABILITY TO
	IMPORTANCE
	NEED DAY 1

	1. Think clearly and quickly and analyze and solve problems of organization and management.
	
	

	2. Supervise the staff of an administrative office.
	
	

	3. Establish and maintain cooperative working relationships.
	
	

	4. Carry out assignments without detailed instructions.
	
	

	5. Speak and write effectively.
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