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Oklahoma District Attorneys Council
Job Description Form 
	Job Classification: 
	Administrative Assistant
	Job Code:
	999999

	Division/Department: 
	Information Technology Division

	Location:
	DAC/Oklahoma City

	Reports to:
	Director, IT

	

	Level/Grade:
Junior / Level 1
	
	Type of position:

 FORMCHECKBOX 
  Full-time

 FORMCHECKBOX 
  Part-time

 FORMCHECKBOX 
  Contractor

 FORMCHECKBOX 
  Intern
	Hours: 40 hours per week

 FORMCHECKBOX 
  Exempt

 FORMCHECKBOX 
  Nonexempt

	

	Job Description

	The Administrative Assistant provides enterprise Information Technology (IT) services to Oklahoma District Attorney’s offices and supports over 750 customers across the State. The IT Division Administrative Assistant is supervised by the IT Division Director and performs general administrative office functions such as answering the division telephone, word processing, and filing duties as well as a number of specialized IT tasks; including Level 1 Help Desk support. The Administrative Assistant has some independent judgment and decision making authority, but primarily performs under the direction of the Director of IT.

	DUTIES AND RESPONSIBILITIES

	· Performs tasks as assigned by the Executive Coordinator or IT Director.

· Answers department telephone and handle clerical duties as required.

· Screens Help Desk calls for severity level; provides simple resolution support, and directs calls to technicians.

· Provides Level 1 Help Desk support for IT Division customers.

· Organizes purchasing for the division by working closely with the agency CPO to research products, comparison shop, request quotes, complete proper paperwork – including requisitions and affidavits, receives equipment, reviews invoices, and maintains IT purchasing files - both paper and electronic.

· Maintains inventory of software licenses and ensures that annual renewals are completed.

· Maintains IT Division calendar and contacts.

· Maintains IT Division timesheets.

· Schedules surplus drops and ensures proper forms are completed.

· Maintains Active Directory users, contacts, and distribution groups.

· Assists IT Division staff with travel related activities and expense forms.

· Assists IT Director with District Attorney Council Technology Committee meetings by scheduling and attending meetings, taking minutes and completing other paperwork as required, and maintaining files - both paper and electronic.

· Works with users to resolve common Microsoft Office problems.

· Provides backup to the DAC receptionist weekly, or coordinates the backup in the event of absence.

· Attends meetings as required.

· Performs other duties as related to information technology systems.

	RELATIONSHIPS

	Works under the direction of the Information Technology Director. This position requires excellent customer service and organizational skills to support administrative personnel, department supervisors, staff, and DAC customers. Promotes a positive work environment by maintaining respectful interactions with DAC members. This position requires the ability to function successfully in both team and independent work environments.

	Supervisory Responsibilities

	None.



	work experience requirements

	· 2+ years Day-to-Day Help Desk Support or Clerical Support
· 1+ years with demonstrated proficiency in Microsoft Windows 7, Microsoft Office 2007 or newer (including Outlook, Word, Excel, Visio, and PowerPoint)
· 1+ years using Active Directory

Other Required Skills:

· Ability to develop positive working relationships with customers and co-workers

· Independent problem solving ability

· Ability to produce quality work with meticulous attention to detail

· Excellent listening and communication skills

· Self-motivated with strong organizational and teamwork skills



	education requirements

	An Associate’s Degree from an accredited college or university and two years of experience working as a support clerk or Help Desk technician.  Experience may substitute for education on a year-for-year basis, but graduation from high school is required.  

	Physical demands

	While performing the duties of this job, the employee is regularly required to talk and hear. The employee is frequently required to sit and reach with hands and arms and perform repetitive motions with wrists, hands, and fingers. The employee is occasionally required to stand and walk. The employee must occasionally lift and/or move up to 50 pounds or more. Specific vision abilities required by this position include close vision, color vision, depth perception, ability to adjust and focus, and the ability to see clearly at 20 feet or more.

	Work Environment

	While performing the duties of this job, the employee is occasionally exposed to moving mechanical parts, work in high precarious places and the risk of electrical shock. Frequently handles emergency or crisis situations and may be subject to varying and unpredictable situations and work hours. The employee is subject to frequent interruptions, multiple calls and inquiries, and may occasionally handle absentee replacement on short notice. The noise level in the work environment is usually moderate.
Infrequent in-state travel may be required.

Salary 
Salary is commensurate with qualifications, education, and experience. This is an unclassified state position with full state retirement and insurance benefits, including paid health, dental, life, and disability insurance for the employee and supplement paid health insurance for dependents. Annual and sick leave begin accruing immediately. A criminal background check is required.

Submit Resume & Cover Letter with salary requirements and availability date.

Careers@dac.state.ok.us
Human Resources

District Attorneys Council

421 NW 13th Street, Suite 290

Oklahoma City, OK 73103
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