ADMINISTRATIVE INFORMATION SPECIALIST

SUMMARY/PURPOSE

Under general direction and using independent judgment, the Administrative Information Specialist will
establish and perform office support services, to include preparation of complex documents and reports;
advise, assist, and train staff who perform office support service, and provide service to the public on
complex or specialized matters.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Independently perform clerical responsibilities including conducting research, performing complex
calculations, generating detailed and technical reports and letters, and maintaining departmental
processes and procedures with speed, accuracy, and professionalism.

Assist in the preparation and monitoring of the department/division operating budget.

Calculate charges, secure payments, issue receipts, balance accounts, and deposit money from

charges, fees, bills, and deposits.

Obtain, record, distribute, and route mail and correspondence.

Requisition, store, distribute, and inventory office supplies and equipment.

Authorize expenditures within established limits of authority.

Schedule, arrange, prepare, and provide clerical support for meetings and events.

Maintain calendars, datebooks, and schedules.

Assist in the establishment and modification of current office practices, policies, procedures, and

services of the organization, and maintain effective and efficient systems for the division, office, or

department.

10. Operate office equipment including copiers, computers, printers, and other modern office
equipment as needed.

11. Establish and maintain computer files and databases using available software.

12. Provide prompt, quality customer service to internal and external customers, and exercise
patience, respect, and professionalism in all routine and non-routine interactions.

13. Provide information, respond to questions, and interpret regulations, policies, and procedures.

14. Assist others by identifying customer needs, responding to controversial questions or questions of
policy, and directing requests to the appropriate individual when necessary.

15. Distribute, secure, review, approve, deny, and issue forms, applications, permits, licenses, and
registrations within areas.

16. Be an effective team member by exhibiting self-motivation, support other employees in handling
tasks, interact effectively and respectfully with others, show a desire to contribute to the team
effort, accept assignments willingly, and complete tasks with agreed upon timelines.

17. Other duties may be assigned.
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JOB REQUIREMENTS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
The requirements listed below are representative of the knowledge, skills, and abilities required.

1. Education & Experience Requirements
A.  Certification by the City's Joint Apprenticeship and Training Committee (JATC) upon
completion of the Information Technician training program; OR
B. Five (5) years of professional office support experience assisting the public to include the
resolution of problems or concerns as a primary responsibility.

2. Knowledge Requirements
A. Advanced knowledge of computer systems, job required software applications, the internet,
and modern office equipment.
B. Knowledge of English to include spelling, grammar, sentence construction, and punctuation.
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Knowledge of business letter writing and forms.
Knowledge of general office budgeting and bookkeeping terminology, practices and
procedures.

Skill Requirements
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Skill in typing at a rate of at least 45 net WPM.

Skill in making accurate computations.

Skill in comparing and proofreading names, numbers, and other data accurately and rapidly.
Skill in counting money, making change, and issuing receipts.

Skill in operating modern office equipment, data entry, computing, duplicating, calculating,
and adding.

Skill in composing business correspondence using independent judgment.

Skill in establishing, organizing, maintaining, and updating manual and electronic files and
records.

Ability Requirements
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Ability to interpret questions, provide satisfactory explanations, and resolve complaints.
Ability to understand and execute complex policies/procedures and oral/written instructions.
Ability to work independently and exercise discretion in absence of specific instructions or
supervision.

Ability to train personnel in office duties.

Ability to complete the training program as approved by the JATC.

Ability to obtain job-related certifications if required by the employer.

Ability to create and maintain a positive environment that welcomes diversity, ensures
cooperation, and promotes respect by sharing expertise with team members, fostering safe
work practices, and developing trusting work relationships.

Physical Ability Requirements

A.

B.
C.

Ability to perform light work (defined as lifting a maximum of 20 pounds with frequent lifting
and/or carrying of objects weighing up to 10 pounds).

Ability to attend work on a regular basis.

Ability to transport oneself to, from, and around sites of projects, tests, and other
assignments.

HR: LD

Union: Basic EEOC: Office/Clerical CSB: Class No: 1818

WC: 8810

Pay: 90% to 100% of 129E EEOF: Varies CC: Resolution:




