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Administrative Assistant II Expectations              
	Quality of Work
· Consistently produce high quality work in a timely fashion.

· Provide work products that are accurate, complete, and appropriately formatted. Demonstrate a strong attention to detail and the ability to follow all assignments through to completion. Seek clarification of assignments as appropriate.

· Perform work in a manner consistent with all relevant policies, procedures and regulations (internal, Laboratory, UC, DOE, and others as applicable).
	TIPS

Action or accomplishment verb

· In-depth knowledge

· Prepared

· Managed

· Scheduled

· Participated

· Performed

· Recognized

· Encouraged

· Conducted
· Assisted
· Exhibit
· Demonstrated
· Developed
· Served
A single key result

· Completed_____ in ______time

· Impacted resulted in ____

· Assisted in ___project

· Created ____

· Proofreads_____ 

By a target date

At cost

Be sure the language is

· Specific

· Measurable


	Communication & Interaction

· Provide assistance that is accommodating, respectful, useful, accurate, and dependable.

· Display a high degree of tact, diplomacy and professionalism in all communications, oral and written. Communications are expected to be clear, calm, concise, objective and service oriented. Choose the appropriate mode of communication.

· Contribute significantly to the team effort by establishing and maintaining cooperative working relationships. Acknowledge the abilities and contributions of others.

· Provide your supervisor, and others as appropriate, with timely status reports on the progress of all assignments.
	

	Workload Management
· Demonstrate sound judgment in setting work priorities, and accomplish tasks according to their relative importance to the Division and to your work unit. Ensure that all deadlines are met.

· Review priorities with your supervisor on a regularly scheduled basis. Seek clarification when conflicts occur.

· Organize and maintain both your electronic and hard copy filing systems to ensure that the information included is complete, reliable, and up-to-date, and that you and others in your area can retrieve information quickly. Maintain records and files that are accountable to internal and external reporting requirements. Follow established retention and archive guidelines.

· Keep your work area organized so that others can quickly identify the status of your assignments.

· Handle multiple tasks concurrently as needed to meet workload demands.

· Know the resources available to you, and develop work methods and procedures which maximize the effective use of those resources.
	

	Independence

· Demonstrate the ability to carry out moderate to complex assignments requiring judgment and initiative to appropriately resolve a variety of administrative and clerical problems under general supervision.

· Consistently display good judgment and logic. Anticipate workload demands, deadlines, and potential problems, and identify solutions/ alternatives to meet/support customer needs.

· Take the initiative to eliminate redundancy and fragmentation of effort.

· Demonstrate the ability and the willingness to go beyond regular duties and routine tasks.
	· 

	Dependability

· Demonstrate respect for LBNL property, resources, and time, including the time of other LBNL employees. Utilize tools appropriately.

· Keep tardiness and  unscheduled absences to an absolute minimum. Maintain an attendance and punctuality record that does not negatively impact your work unit.

· Notify your supervisor, and others as appropriate, in advance if you will be away from your work area.

· When you must be away from the Laboratory, notify your supervisor of deadlines or urgent issues that need to be handled during your absence.

· Whenever possible, schedule vacation time and appointments with regard for the impact on your work unit. Request approval for leave time from your supervisor sufficiently in advance to allow for adequate coverage of your work.
	· 


	Competency

· Apply a broad understanding of your work unit’s objectives and requirements in your approach to your assignments.

· Demonstrate strong analytical skills by comprehending and analyzing customer, operational and administrative requirements or problems and proposing alternatives or solutions.

· Demonstrate an ability to use the advanced features of the various software programs used at the Laboratory.

· Demonstrate strong written composition and editing skills, with the ability to compose effective correspondence in response to non-routine requests. Write clearly and concisely using standard English grammar and syntax.

· Demonstrate strong arithmetic skills, with the ability to recognize and correct errors in budgets and to create/modify spreadsheets in response to the needs of your work unit.
	· 

	Environment, Safety & Health
· Maintain a thorough understanding of ES&H policies and practices to ensure a safe and healthful work environment. Report ES&H concerns to your supervisor to enhance effective monitoring of your work area.

· Understand emergency plans, personal protective equipment and safety training programs applicable to your assignment and work area to maintain your skills in a wide range of ES&H issues.
	· 

	Direction of support staff (if applicable)

· Under the supervision of your administrator, provide direction to specified co-worker(s) as requested to meet the goals of your work unit.

· Provide clear instructions and take responsibility for ensuring that instructions are fully understood.

· Take responsibility for the completion of tasks you assign to others by following up on their status.
	· 
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