
Admin Support Associate - Level I


Suggested Developmental Plan
	General Category
	Specific function
	Recommended Courses

[If needed]

	1. Admin and clerical duties
	Data gathering

Correspondence

Filing

Calendar mgt/event      scheduling

Answering phones

Mail distribution,     organization

Purchasing/ordering supplies

Web site maintenance
	[HR410,] HR420, HR295

PC965

TW200, OM400

OM380

OM150

	2. Financial
	Budget preparation, tracking, monitoring, and auditing

Payroll processing

Travel/expense voucher      processing

Other accounting and      financial tasks
	OM100, [OM180, OM200], CT 200, CT201, CT250,
CT300

OM150

	3. Policies & procedures


	Advise staff, students, administrators, clients of standard policies and procedures
	OM460, OM240

	4. Point of contact for manager
	Point of contact for other departments, students, family, customers, and outside agencies on behalf of the mgr
	TW100

	5. Computer use
	Uses a computer to manipulate data, data bases, reports
	PC905, 906, and/or 907

PC920, 921, and/or 922

PC930, 931, and/or 932


	6. Additional admin duties may perform
	Budget coordination

HR administration

Collect and distribute cash,     checks

Coordinate complex projects

Prepare reports, documents, and presentations
	OM100

OM120, 260, 280, 300, 320, 340; OA100, 110, 200

OM130

PC905, 906, and/or 907

PC920, 921, and/or 922

PC930, 931, and/or 932

IMG’s PowerPoint


Course Code Explanation

Code




Title
CT200

Intro to Banner Admin: The Internet Native Banner Financial System

CT201

Introduction to Self-Service Banner Financial System
CT210 
Intro to Research Accounting Banner Financial System
CT250

Reading Budget Balances in Banner

CT300

The Banner Human Resource System:  Personnel & Payroll

CT500 
Procurement and Payment Services Banner Boost_________________
HR295

Writing in Organizations

HR410

Basic Language and Writing Skills


HR420

Drafting, Editing, and Revising

HR560

Interpersonal Communication Skills

HR600

Communicating with Difficult People

HR910

Making Oral Presentations

HR920

Effective Listening__________________________________________ 
LG100-LG280
The Legal Foundations of Supervising University Employees

LO101

Lean Office________________________________________________                              

MG120
Professional Ethics

MG180
How to Interview

MG280
The Search Committee Process

MG510
Meeting Skills

MR200

Media Relations for Academic Professionals______________________

OA100

University Student Employment Services

OA110

The Student Employee Supervisors’ Workshop

OA200

How to Hire a Foreign National_________________________________

OM100
General Funds Management, Financial Reporting, and Budget Operations

OM120
Payroll and Benefits

OM130
Student Financial Services

OM150
Procurement and Payment Services

OM180
Contracts and Grants - Accounting

OM200
Contracts and Grants – Administration

OM220
Property Control

OM240
Student Development and Support

0M260

Human Resources - Employment

OM280
Human Resources - Compensation

OM300
Human Resources - Employee Relations

OM320
Human Resources - Performance Development

OM340
Human Resources - Leave

OM380
Facilities Management

OM400
Telecommunications

OM460
University Information and Procedures_________________________

PC905, 906, 907
Introduction to Word, Word Intermediate, and Word Advance

PC920, 921, 922
Introduction to Access, Access Intermediate, and Access Advanced

PC930, 931, 932
Introduction to Excel, Excel Intermediate, Excel Advanced

PC965

Groupwise 7: Calendar, Scheduling and Advanced Features________

TW100

Building and Sustaining a Service Culture

TW200

Effective Telephone Communication Skills
� This is the Introduction, Intermediate, and Advanced series for Microsoft Word; take courses that are necessary


� This is the Introduction, Intermediate, and Advanced series for Access; take courses that are necessary


� This is the Introduction, Intermediate, and Advanced series for Excel; take courses that are necessary


� These courses are offered in an Introductory, Intermediate, and Advanced sequence.





