AHTD Classification Specifications

Title: Effective Date: Grade: Job Category:
Office Administrative Assistant II August 24,2007 VII | Admin. Support
Prigr Title: Prior Effective Date: Grade: Page:

Division Section Secretary, Legal Secretary April 12,2006 VII 1ofl

CHARACTERISTICS OF WORK

Under general supervision, this position is responsible for performing various clerical duties to support the
administration and operational functions of a Division or Section.

ExaMrLES OF WORK

The following examples are intended only asillustrations of various types of work performed. No attempt is made
to be exhaustive. Related, similar, or other logical duties are performed as assigned. The Department may require
employees to perform functions beyond those contained in job descriptions. The Department may modify job
descriptions based on Department needs. The Arkansas State Highway and Transportation Department is an “at
will” employer.

o Type correspondence and other documents.

¢ Prepare and type forms and form letters.

e Prepare various types of Departmental reports.
¢ Maintain files.

MiINIMUM REQUIREMENTS

The educational equivalent to a high school diploma. Demonstrated typing ability. Experience in office procedures.
Working knowledge of Microsoft Word, Excel, and Outlook.

APPLICABLE TO ENVIRONMENTAL, PERMITS, PLANNING & RESEARCH, PROGRAMS & CONTRACTS, REPRODUCTION

AND RIGHT oF WAY:

A criminal background check will be required to determine suitability of employment, and failure to
meet these standards may cause the applicant to be rejected or terminated from that position.
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