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PRINCIPAL ADMINISTRATIVE AIDE*
DEFINITION OF CLASS:

This is full performance level office support work performing a full range of general office support functions for an organization.  Contacts are with County employees at all levels and with the general public to receive and provide information and make referrals relating to the programs of the department/agency to which assigned.  An employee in this class performs direct public service and assistance by receiving visitors, responding to inquiries, providing appropriate assistance or referring caller to other offices for assistance.
An employee in this class performs a wide range of general office support assignments for the office or program area to which assigned, usually with defined objectives, priorities, and deadlines.  The employee is expected independently to plan and carry out the steps to achieve those objectives and to handle problems in accordance with instructions, policies and accepted practices.  The employee follows established office procedures and administrative guidelines, including manuals and office references.  Unusual situations and tasks requiring significant deviation from established procedures are referred to the supervisor for assistance.  Work consists of carrying out several related processes or activities; the employee determines which process or action to take depending on the specific situation.  Incumbents in this class perform a major portion of their work using a variety of office automation systems and computer applications to produce correspondence, reports, and other documents in a variety of formats.  Work products, such as reports, documents and databases, affect the accuracy and reliability of further processes and services.  The work is characterized by the demands associated with providing office support work for several professionals or for an organizational unit.  The work is primarily sedentary with occasional periods of ongoing computer keyboard operation or use of video display terminals.  Employees in this class do not normally perform supervisory duties.

EXAMPLES OF DUTIES:  (Illustrative Only)

· Provides phone and visitor reception for a unit; ascertains nature of visit and arranges for and/or schedules visitors with appropriate staff or refers visitors to other offices/agencies; queries callers to ascertain nature of calls and refers to appropriate staff or responds to callers' needs on own.

· Receives and screens mail; discards junk mail and sets aside routine items to respond to, and delivers other mail to appropriate staff.

· Maintains unit calendars and schedules, committing staff and/or supervisor to appointments, meetings and other obligations as authorized.

· Maintains unit operating records and prepares reports on such records; receives and processes information on unit operations from various sources and compiles such data for financial, statistical, operational and other reports depicting unit finances, revenues, accounts, membership, mailing lists, enrollment, fund utilization, budget allocations, grant management, and other such matters.

· Arranges meetings, conferences, workshops and similar gatherings; arranges for facilities and notifies participants; assembles and/or prepares materials needed and distributes these to participants; attends meetings and take notes, which are later, transcribed and sent to participants.

· Produces typed or word processed documents from rough draft, verbal instructions or taped material, utilizing extended features of word processing software needed for documents such as contracts, reports with tables and graphs, brochures, newsletters, manuscripts and bound publications, legal documents, as well as more common items such as letters and memoranda; follows established formats when available and creates appropriate formats and style guides as needed.

· Responds to inquiries from the general public and from others with special needs such as attorneys, property owners, business and nonprofit representatives, community leaders, and public officials; ascertains nature of inquiries and provides appropriate information or arranges for the information to be transmitted to parties; explains procedures regarding processes, requirements and other activities to assist callers in utilizing agency services.

· Maintains files including following established retrieval control, expansion, retention and archival procedures.

· Develops and/or modifies forms, methods and procedures for more efficient processing of recurring office tasks; maintains office supplies and recommends on use and procurement of office supplies and equipment; and requests maintenance and phone services.

· Processes administrative transactions including vendor claims, requisitions and purchase orders, payments, tax bills and payments, license applications, inspection reports and citations, permit requests and other such actions; utilizes unit and/or agency (County, State, Federal) databases to access data regarding transactions and enters, edits and updates such databases and initiates actions to record transactions, issue appropriate documents and produce reports.

· Performs related duties as required.

KNOWLEDGE, SKILLS AND ABILITIES:

· Knowledge of and ability to apply the rules of business English, grammar, spelling and punctuation.

· Knowledge of basic requirements, procedures, and regulations of the program area to which assigned or the ability to acquire such knowledge rapidly, as it pertains to the work assignment.

· Knowledge of standard office procedures.

· Skill in operating word processing, microcomputer, and other office automation equipment and applicable software applications.

· Ability to perform arithmetic computations accurately and quickly.

· Ability to work independently on multiple and various office tasks and projects.

· Ability to maintain multiple records and/or files.

· Ability to communicate effectively in English, both orally and in writing, and to exercise good judgment, courtesy and tact in dealing with the general public to resolve problems.

· Ability to process office forms, claims, bills, requests and applications and to prepare records for approval by a supervisor as required.

· Ability to prepare statements and notices, computing applicable charges on the basis of records and regulations as required.

· Ability to meet time sensitive deadlines and/or demands.

· Ability to attend meetings and perform other work assignments at locations outside the office.

MINIMUM QUALIFICATIONS:

Experience:  Two (2) years of office support experience in an office environment.

Education:  Graduation from high school or High School Certificate of completion recognized in the State of Maryland.

Equivalency:  An equivalent combination of education and work experience may be substituted.
LICENSE:  If required by the position of assignment, possession and maintenance at all times of a valid Class “C” (equivalent) driver’s license from the applicant's state of residence.
PROBATIONARY PERIOD:

Individuals appointed to a position in this class will be required to serve a probationary period of six (6) months, during which time performance will be carefully evaluated.  Continuation in this class will be contingent upon successful completion of the probationary period.

MEDICAL EXAM PROTOCOL:  Medical History Review.
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