ASD Functional Job Descriptions

Administrator

Functional Responsibilities

Responsible for administrative matters of a unit/group, department, or division in one or a combination of three areas of responsibilities:  office management, specialized program support, and/or executive support.  Perform administrative duties with increasing levels of complexity or specialty.  

Range of  Responsibilities

Is a generalist or specialist in orientation.  Responsibilities are broad and/or specialized in scope of knowledge, skills and abilities, and can require  analysis, planning and/or project coordination.  Responsibilities can be in a combination of the following areas: executive and/or administrative support, technical presentations, office management, and/or specialty areas such as site licensing, training, travel, meeting and conference planning, proposal development, space planning and security.   May supervise 1 non-exempt clerical employee.  Advancement:  requires increasingly effective performance in a specialty area, greater initiative, and ability to handle more demanding assignments with minimum direction.  Advancement beyond Senior Administrator can be to the Administrative Management job family that requires management of exempt and/or non-exempt staff, in addition to the above types of administrative duties.  

Level Requirements

	Position
	Scope/Areas of Responsibility
	Type of Customer Supported
	Decision Making
	Independence/

Consequence of Error
	Supervision
	Liaison
	Knowledge/ Skills  & Ability
	Education/Experience

	Administrator

Trainee


	Standard policies and procedures.  Plans and performs administrative duties/functions within a framework of established procedures and standard practice.


	Small scientific  unit/group or program within an operations department.
	Moderate complexity.  Develops solutions to a variety of problems of moderate scope and complexity.
	Works under direction.  Work is reviewed for soundness of judgment and overall adequacy and accuracy.  Expected to apply some initiative and judgment in resolving routine problems.  Moderate impact.  Impact usually restricted to area of responsibility/work unit.  May be required to take corrective action on behalf of others.
	May supervise a non-exempt clerical employee.
	Contact with internal and external personnel on routine matters.  
	General  administrative knowledge.  Some working knowledge of concepts, practices, techniques, and compliance issues in area of expertise. 
	BA/BS desired.  0-1 years related significant experience.  Or combination thereof.
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Is a generalist or specialist in orientation.  Responsibilities are broad and/or specialized in scope of knowledge, skills and abilities, and can require  analysis, planning and/or project coordination.  Responsibilities can be in a combination of the following areas: executive and/or administrative support, technical presentations, office management, and/or specialty areas such as site licensing, training, travel, meeting and conference planning, proposal development, space planning and security.   May supervise 1 non-exempt clerical employee.  Advancement:  requires increasingly effective performance in a specialty area, greater initiative, and ability to handle more demanding assignments with minimum direction.  Advancement beyond Senior Administrator can be to the Administrative Management job family that requires management of exempt and/or non-exempt staff, in addition to the above types of administrative duties.  
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	Position
	Scope/Areas of Responsibility
	Type of Customer Supported
	Decision Making
	Independence/

Consequence of Error
	Supervision
	Liaison
	Knowledge/ Skills  & Ability
	Education/Experience

	Administrator


	Moderately difficult to complex/ established policies & procedures.  Plans and performs administrative duties/functions for which established procedures and standards may not exist.  Areas of responsibility may include:  manage general administrative services, provide skilled services in specialized administrative support areas,  and/or provide complex support to the executive of a small unit. 
	Scientific group or program within an operations department.
	Moderate complexity.  Develops solutions to a variety of problems of moderate scope and complexity.  Formulates basic recommendations.
	Works under general direction.  Work is reviewed for soundness of judgment and overall adequacy and accuracy.  Expected to apply initiative and judgment in resolving routine problems.  High impact of error on functional responsibility of work unit.  May be required to take corrective action on behalf of others.
	May supervise a non-exempt clerical employee.
	Contact with internal and external personnel on routine to moderately complex matters.  May provide guidance to clerical non-exempt staff on projects.
	General and/or specialized knowledge of concepts, practices, techniques, and compliance issues in area of expertise. 
	BA/BS desired.  0-4 years related significant experience.  Or combination thereof.
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Administrator

Functional Responsibilities

Responsible for administrative matters of a unit/group, department, or division in one or a combination of three areas of responsibilities:  office management, specialized program support, and/or executive support.  Perform administrative duties with increasing levels of complexity or specialty.  

Range of  Responsibilities

Is a generalist or specialist in orientation.  Responsibilities are broad and/or specialized in scope of knowledge, skills and abilities, and can require  analysis, planning and/or project coordination.  Responsibilities can be in a combination of the following areas: executive and/or administrative support, technical presentations, office management, and/or specialty areas such as site licensing, training, travel, meeting and conference planning, proposal development, space planning and security.   May supervise 1 non-exempt clerical employee.  Advancement:  requires increasingly effective performance in a specialty area, greater initiative, and ability to handle more demanding assignments with minimum direction.  Advancement beyond Senior Administrator can be to the Administrative Management job family that requires management of exempt and/or non-exempt staff, in addition to the above types of administrative duties.  

Level Requirements

	Position
	Scope/Areas of Responsibility
	Type of Customer Supported
	Decision Making
	Independence/

Consequence of Error
	Supervision
	Liaison
	Knowledge/ Skills  & Ability
	Education/Experience

	Senior Administrator
	Advanced specialist or generalist/

moderately difficult to complex/broad policies and procedures.    May be responsible for one or a combination of the following areas: manage general administrative support services, identify and initiate routine and complex programs and provide skilled services in specialized areas, and/or provide complex support to the executive of a large unit. 


	Large department of a division or operations unit.
	Advanced complexity.  Develops and recommends solutions to complex problems and recommends appropriate course of action.
	Works under limited direction.  Work is evaluated for the accomplishment of program objectives.  Expected to apply initiative and judgment in resolving problems where the impact-of-error risk is high.  
	May supervise a non-exempt clerical employee.
	Contact with internal and external personnel on non-routine and highly complex matters.  Provides guidance on the activities of clerical and exempt/professional staff for projects.
	Extensive knowledge of techniques, concepts, methods, and compliance issues in areas of expertise.
	BA/BS desired.  2-6 years related and significant professional/exempt experience.  Or combination thereof.
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