
Executive Support Assistant - Level I


Developmental Plan
	General Category
	Specific Functions
	Required Courses

[Indicates take if needed]

	1. Resolves issues or provides advice
	Resolves issues or provides advice based on AU policies and procedures 

Refers issues requiring review
	CT200, CT300, OA100, OA110, OA200, MG180, MG280,OM100, OM120, OM130, OM150, [OM180, OM200] OM220, OM240, OM260, OM280, OM300, OM320, OM340, OM380, OM460

	2. Handles calendar and related functions
	Schedules meetings

Organizes and prioritizes calendar

Makes travel arrangements
	PC965

OM150

	3. Prepares communication responses
	Responds to internal and external communications received by preparing letters, memos, and correspondence
	[HR410], HR420, HR295

	4. Coordinates materials for high profile meetings and events
	Coordinates the preparation and accumulation of materials for high profile meetings and events

Works directly with computer operations staff to assist in compiling statistical data reports for weekly and called events


	PC920, 921, and/or 922

PC930, 931, and 932


	5. Coordinates paper flow for the office


	Coordinates paper flow

Sorts and distributes mail

Handles faxing, copying, and filing
	

	6. Other administrative duties
	Able to prepare and monitor the budget

payroll,

travel expense vouchers and invoices,

contractual agreements,

cash and bank deposits, 

time logs,

work orders,

supplies, 

staffing correspondence, and/or class schedules


	CT200, 201, 250; OM100

OM120, CT300

OM150

OM180 & OM200

OM130

OM380

	7. Point of contact for customers/stakeholders
	May act as the point of contact for students, faculty, departments, and vendors/outside agencies
	OM400, TW100, TW200


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 Access; take the course or courses that are necessary.


�These are the Introduction, Intermediate, and Advanced series for Excel; take the course or courses that are necessary





