ADMINISTRATIVE ASSISTANT II
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.
Conducts research on a variety of issues by gathering and analyzing information from various reports and data at the direction of the Department Secretary.
	
	
	
	

	2. Develops recommendations for sensitive issues addressing personnel, budgets, and client services, and independently prepares reports, correspondence, and briefings for the Chief Deputy Director and/or the Director as directed by the Secretary.
	
	
	
	

	3. Researches and interprets departmental policies and formulates written or verbal recommendations based on completed resource findings, comprehensive knowledge of the organization and its mission.
	
	
	
	

	4. Interprets critical directives and policies, written and oral, given by the Secretary to staff at all levels.
	
	
	
	


	TASK
	LINK TO KSAs
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	
	
	
	
	

	5. Coordinate and schedule meetings involving Agency staff, Governor’s Office and departmental executives, labor relations by notifying the attendees and monitoring responses, arranging and scheduling the meeting location, and providing the necessary materials for the meeting as directed by the Secretary
	
	
	
	

	6. Review, track and monitor sensitive and confidential issues by preparing and updating reports, proofreading and finalizing documents, and communicating by email or memos to interested parties.
	
	
	
	

	7. Independently assigns, tracks, and reviews all special project assignments to Agency staff.
	
	
	
	

	8. Advises and assists to Agency support staff with administrative problems and procedures as directed by the Secretary.
	
	
	
	

	9. Screens and researches all issues and/or problems submitted to Agency, researches possible solutions, and present information to the Secretary and/or Chief Deputy Director.
	
	
	
	

	10. Implements necessary changes through direct communication with Agency staff.
	
	
	
	

	11. Independently drafts and prepares responses for the Secretary’s signature, in order to respond to requests for information from the Legislature and other government entities.
	
	
	
	


	TASK
	LINK TO KSAs
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	
	
	
	
	

	12. Prepares, updates, and ensures confidentiality of a comprehensive file system for sensitive issues, in order to maintain accurate confidential records for the Secretary to management staff.
	
	
	
	

	13. Designs and implements systems to monitor and control the progress and completion of assignments from the Secretary to management staff.
	
	
	
	

	14. Reviews and evaluates consistency with Agency policies and procedures, including internal and external communications.
	
	
	
	

	15. Prepares and updates a variety of reports, finalizes documents for publication, and communicates directly with internal and external constituents to resolve problems and facilitate project completion
	
	
	
	

	16. Creates, updates, and purges comprehensive subject matter files in order to ensure accuracy, security, and accessibility of vital information for the management staff.
	
	
	
	


ADMINISTRATIVE ASSISTANT II
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. Work independently in identifying the need for and developing proposed changes to operating practices, programs, and policies.
	
	

	3. Supervise the staff of an administrative office.
	
	

	4. Establish and maintain cooperative working relationships.
	
	

	5. Speak and write effectively.
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