ROWAN COUNTY
HUVAN RESOURCES

JOB DESCRI PTI ON

Job Title : Administrative Technician |11 C ass : Paraprof essiona
Departnent: GCeneral FLSA : Non-exenpt
Revi sed : March 2000

This job description supersedes any prior description for the Admnistrative
Technician I11.

GENERAL DESCRI PTI ON

Highly responsible administrative office procedural support work in the
i mpl enmentation of responsibility for one or nore prograns of a specialized nature
or equal responsibility. Supervision nmay be provided to subordinates. Cenera
supervision is received froman administrative superior, who reviews work through
anal ysis of work acconplished and through periodic conferences. This class is
differentiated fromthe Admi nistrative Technician Il by the degree of independence,
| evel of responsibility, and conplexity of work.

ESSENTI AL JOB FUNCTI ONS (Any one position may not include all of the duties |isted,
nor do the listed exanples include all tasks which may be found in positions of
this class.)

Conposes letters, nenoranduns, and reports which require independent research
prepares a variety of reports for county officials and outside agencies.

Not ari zes of ficial docunents as necessary.

Assists with the preparation of the departnental budget which involves planning and
arrangi ng for the maintenance of information needed for the budget reports.

Pl ans, progranms, supervises and nonitors the work of subordinates; performs the
duti es of subordinates as required.

Desi gns and organi zes filing systens.
Attends official neetings of the agency, and records m nutes as appropriate.

Wites, edits, and prepares reports, speeches, or other printed materials according
to well-established standards or readily avail abl e sources.

Devel ops and/or revises work procedures and nethods, including necessary forns
desi gn.

Performs secretarial duties to an adm nistrative superior.

Interprets and adapts guidelines to specific problens that do not have a cl ear-cut
rel ati onship to the guidelines.
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Prepares and enters payroll naintenance for enployee status changes, deduction
changes, tax w thhol di ng changes, etc.

Ext ends of fers of enploynent for avail able positions.

OTHER JOB FUNCTI ONS

Performs related duties as required.
Managenment reserves the right to add or anmend duties at any tine.

KNOANLEDGE, SKILLS, AND ABI LITIES

Consi derabl e knowl edge of office practices, procedures, and applications.

Thor ough appl i cabl e know edge of departnental or county prograns and policies.
Consi der abl e knowl edge of the basic principles of accounting.

Ability to type with accuracy at the speed required by the particular position;
correct spelling, grammatical punctuation, and few typing errors; use judgenent in
organi zi ng and establishing arrangenent and format; and to perceive sentence and
granmati cal structure using technical |anguage and to establish conplicated formats
fromdictation or dictating equipnent.

Ability to obtain Notary Public certification.

Ability to conmpose correspondence and other docunents independently, follow ng
establ i shed gui delines.

Ability to practice effective comruni cation techniques, both orally and in writing.
Ability to resolve problem situations; be resourceful in gathering and giving
program i nformati on, schedule and coordinate a variety of appointnments, nmeetings

and conferences.

Ability to interpret program policies, rules, regulations, and procedures for
departnment al personnel and the general public.

Ability to analyze problem areas of work and recommend sol uti ons to supervisor
Ability to answer nost inquires and questions independently.

Ability to establish and maintain effective working relationships with county
officials, fellow enpl oyees, and the general public.

PHYSI CAL REQUI REMENTS

The work in this class is primarily sedentary in nature. Physi cal requirenents
include sitting for extended periods of tinme, walking, bending, stooping, and
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lifting books and files of approximately 35 I bs or I ess. Wirk may i ncl ude extended
periods of tinme viewing a conputer video nonitor and/or operating a keyboard. Work
may i nclude operation of a motor vehicle.

EXPOSURE CONTROL

Wrk activity does not entail predictable or unpredictable exposure to blood or
body fl uids.

M N MUM EXPERI ENCE AND TRAI NI NG

Associ ate Degree in Secretarial Science, Business Admnistration, Accounting, or
related field and three years of progressively responsible secretarial or
clerical/adm nistrative/office managenent experience; or equivalent conbination
of education and experience.

Thi s job description does not create an enpl oynent contract,
i nplied or otherw se.



