
Administrative Assistant (career ladder) 
 
Positions in this three level class are characterized by their performance of a variety of administrative, 
secretarial, and office support duties.  Positions require knowledge of the office or work unit policies 
and procedures in order to communicate information involving programs, functions, and services.  
Duties performed may include preparation of documents and reports, the use of office technology, 
compiling records, organizing and maintaining files, posting information, greeting/referring/assisting 
others, mail distribution, and photocopying.   The completion of work often involves a public contact 
role to obtain, clarify, or provide information regarding activities of the work unit or program.    
Positions may serve as the primary staff assistant to a department or program manager.  At the 
advanced level, may serve as a lead worker or may provide supervision to other employees.  
 


