Class Title: Class Code:
Administrative Assistant 6 002WN6
FLSA Status: Salary Schedule: Effective Date:
Non-Exempt PAT 6 8-22-14
Summary
STATE OF Incumbent serves as administrative assistant to program administrator and/or
INDIANA staff professionals performing support tasks in a limited program area

CLASSIFICATION
SPECIFICATION

Duties:

Represents program administrator with the public and/or agency representatives to explain and
interpret program procedures and policy to maintain coordination;

Acts as a liaison between program administrator and staff to ensure progress of work;
Composes correspondence for administrator on technical and administrative questions;
Gathers information and makes reports on special programs within assigned program area;
Informs the program administrator on current status of work in progress;

Ensures compliance and uniformity of program of program practice with program policy;
Performs related work as required.

Job Requirements:

General knowledge of the basic principles and practices of program management;

Working knowledge of program area assigned;

General knowledge of functions of other departments and agencies and their relationships to the
incumbent’s office;

Effectively communicate, both orally and in writing;

Ability to coordinate the work of others;

Ability to establish cooperative work relationships.

Difficulty of Work:

Incumbent works with a wide variety of relatively standardized tasks in a single program area. Individual
cases are involved and complex, but are normally covered by policies and procedures.

Responsibility:
Incumbent receives individual assignments with desired results indicated or implied because of the

standardized nature of the task. Routine work is checked upon completion for technical soundness and
supervisor checks any deviation from the norm before action is taken.

Personal Work Relationships:

Incumbent works with agency staff, persons from other agencies and the general public to explain and
interpret program policy and practices.
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