
Administrative Support Assistant  - Level I


Suggested Development Plan
Essential Functions
	General Category
	Specific Function
	Recommended Courses

[indicates take if needed]

	Office receptionist
	Routes telephone calls and visitors

Provides and gathers information
	TW100, TW200, OM400

OM240, OM460

	Prepares documents
	Prepares documents, reports, newsletters and manuscripts
	[HR410], HR420, HR295

	Operates standard office equipment
	Operates computers, copiers, scanners, fax machines
	[PC905, 906, and/or 907
]

	Manage office supplies and equipment
	Maintains inventory of office supplies, materials, and equipment

Orders office supplies, materials, and equipment


	OM220

OM100, OM150

	Processes and prepares forms
	Processes and prepares work orders, purchase orders, and personnel documents
	OM130, OM150 OM260, OM280, OM300, OM320, OM340, OM380

	Creates and maintains items in the data system
	Creates and maintains records, files, documents, and images in the data system
	[CT200], [CT201], [CT300]

	Familiar with standard financial items
	Calculates, posts, and verifies standard financial statements, reports, and vouchers
	OM130, OM150

	Other office support duties
	Payroll processing

Document Processing

Assist with financial services
	OM120

OM100


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
�These are the Introduction, Intermediate, and Advanced series for Microsoft Word; take the courses that are needed.





