Notice of Job Opening

Position
IT Administrative Assistant
Application Deadline: Open until position filled
Approximate Starting Date: Immediate

Submit Resume & Cover Letter with “IT Administrative Assistant” in message title to:
Careers@dac.state.ok.us.

or

IT Director
District Attorneys Council

421 NW 13th Street, Suite 290

Oklahoma City, OK 73103
Salary & Benefits
$25,000 - $32,000 per year

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.

Position Description

The IT Division is seeking a Administrative Assistant to perform general administrative office functions such as telephone, word processor, and filing duties, as well as the specialized duties listed below. The IT Clerk functions as a central communicator for the division, keeping track of human and material resources, and collecting and disseminating IT service-related information to customers, vendors, and internal staff. This position will serve under the IT Director.
Duties
1. Answer department telephone and handle clerical duties as required.
2. Screen Help Desk calls for severity level; provide simple resolution support, and direct calls to technicians.
3. Organize 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, receive equipment, review invoices, and maintain IT purchasing files - both paper and electronic.
4. Inventory software licenses and ensure that annual renewals are completed.

5. Maintain division calendar and contacts.

6. Schedule surplus drops and ensure proper forms are completed.

7. Maintain Active Directory users, contacts, and distribution groups.

8. Assist District Attorney Council Technology Committee by scheduling and attending meetings, taking minutes and completing other paperwork as required, and maintaining files - both paper and electronic.
9. Work with users to resolve common Microsoft Office problems.
10. Fulfill other duties as required.

Qualifications
1. Ability to develop positive working relationships with customers and co-workers
2. Independent problem solving ability

3. Ability to produce quality work with meticulous attention to detail

4. Excellent listening and communication skills

5. Self-motivated with strong organizational and teamwork skills

6. Proficiency in Microsoft Windows XP, Microsoft Office 97 or newer, including Outlook, Word, Excel, Visio, and PowerPoint

7. Proven ability to adapt to change

8. A desire to learn and to utilize computer technology 

9. Experience in Active Directory a plus
10. Ability to provide Tier 1 Help Desk support a plus.
Agency Description
The District Attorneys Council is the administrative and coordinating agency for the twenty-seven district attorneys in Oklahoma. The agency provides required training for the district attorney system, handles payroll and insurance, monitors federal grants, serves as a legislative liaison, coordinates the state’s Drug Task Forces, works with the Department of Human Services in coordinating child support collection, and serves as home to the Oklahoma Crime Victims Compensation Board. For more information visit us at https://www.ok.gov/dac/.
The IT Division of the District Attorneys Council provides enterprise Information Technology services to Oklahoma District Attorney’s offices and supports computer applications on more than 750 computer workstations on a state wide network.
The District Attorneys Council is an unclassified state agency. The non-smoking office is housed in a building with free parking.
