
February 22, 2010

THE ECONOMIC COUNCIL IS ACCEPTING APPLICATIONS/RESUMES FOR THE PART TIME POSTION OF ADMINISTRATIVE ASSISTANT II (0.5 FTE).  THIS POSITION WILL PROVIDE PROFESSIONAL ADMINISTRATIVE AND CLIENT SERVICES SUPPORT WITHIN THE ST. LOUIS ENTERPRISE CENTERS DIVISION FOR THE VICE PRESIDENT OF THE ST. LOUIS ENTERPRISE CENTERS.  THE POSITION IS LOCATED IN CLAYTON.  A JOB DESCRIPTION IS ATTACHED.

INTERESTED APPLICANTS SHOULD REPLY TO:

        Dennis Breite

        St. Louis County Economic Council

        121 S. Meramec Avenue, Suite 900

        St. Louis, MO 63105

        Or e-mail resume and cover letter to:

        slcecinfo@slcec.com
ST. LOUIS COUNTY ECONOMIC COUNCIL IS AN EQUAL OPPORTUNITY EMPLOYER

Attachment
Job Title: Administrative Assistant II (0.5 FTE)  
Job Code:         Date: 9-17-09
Supervisor’s Title: Vice President   Department or Program: St. Louis Enterprise Centers
Location: South County Enterprise Center/Clayton      






For HR Use Only:  Job Code ______ FLSA______ Exempt Test Used______      
                                                                                                            

Q1:  Purpose of the Job.  
In not more than a few sentences, describe the purpose of this job.  Do not list all that is done in the job.  Instead, explain why the organization pays someone to do it.  In other words, why does the job exist?

The purpose of this Administrative Assistant position is to provide professional administrative and client services support within the St. Louis Enterprise Centers division for the Vice President of the St. Louis Enterprise Centers.     
Q2:  Essential Responsibilities.  
What responsibilities must be met in order to accomplish the purpose of the job?  Do not list all of the responsibilities that are associated with the job.  Instead, list the five or six major responsibilities that account for the majority (i.e., 75% to 95%) of the incumbent’s time.

Percentage of Time.  After each essential responsibility, indicate the percentage of the incumbent’s time that is typically devoted to meeting the responsibility over the course of a typical week, month or year.  Since you are not considering every responsibility associated with the job, the total percentage of the incumbent’s time that is accounted for should be less that 100%.

Importance.  After each essential responsibility indicate its importance to the overall purpose of the job using the following scale:

Important 1---2---3---4---5 Very Important

	Number
	Essential Responsibility
	% Of Time
	Importance Rating

	1
	Provide administrative support to the Vice President of the St. Louis Enterprise Centers. 
	60%
	5


	2


	Assist with planning, scheduling of meetings, appointments and educational seminars; coordinate SLEC Quarterly Board meetings and all support materials.
	10%
	4

	3


	Assist with preparation of annual budgets and quarterly forecasts; process vendor invoices; assist with preparation of expense reports, travel requests, procurements and purchase orders. 
	10%
	4

	4


	Assist with initial calls and internet requests for SLEC program, follow up paperwork and communication; provide appropriate resources to start-up and small business inquiries. 
	5%
	4

	5

	Maintain database of potential client companies. 
	5%
	3


Q3:  Formal Supervisory Responsibility.  
If the incumbent in this job is formally responsible for the work product of employees in other jobs that report directly to the incumbent, what are the titles of the direct reports’ jobs?  And, how many employees are in each job?  

	Title Of Direct Report’s Job
	Number Of FTE Employees In The Job

	N/A

	     

	     

	     

	     

	     


Q4:  Routine Decision-Making.  
What kinds of decisions are made routinely in this job, with or without review?  List below examples of decisions actually made on a routine basis?  Be specific.  Do not list areas in which decisions are routinely made (e.g. supplies, vendors, etc.), but rather the actual decisions actually made in these areas.

	Examples Of Decisions Actually Made

	Community contact (potential client program interest and support resource inquiries) requires the ability to make timely and appropriate resource reference decisions.


	     


	     



Q5:  Formal Policy-Setting Responsibilities.  
Which of the following best describes the incumbent’s responsibility for setting policy?  (Please check the appropriate answer.)

 FORMCHECKBOX 

No formal responsibility.  Policies associated with the job’s purpose and 
essential 
responsibilities are set by others.

 FORMCHECKBOX 

Formally responsible for providing input into policies associated with the job’s 
purpose and essential responsibilities.

 FORMCHECKBOX 

Formally responsible for making recommendations regarding policies 
associated with the job’s purpose and essential responsibilities.

 FORMCHECKBOX 

Formally responsible for setting policy associated with the job’s purpose and 
essential responsibilities.

Q6:  Required Knowledge.  
What knowledge, or information, is required to accomplish the job’s purpose and essential responsibilities?  Do not list degrees or credentials in the space provided.  Instead, list the knowledge or information any incumbent must have to perform this job completely satisfactorily.

	Knowledge Or Information Required For Completely Satisfactory Performance

(Do Not List Degrees Or Credentials)

	Administrative management practices and clerical procedures.


	Public/community relations knowledge.


	Structure and content of English language; application.



Q7:  Required Skills or Abilities.  
What skills or abilities are required to accomplish the job’s purpose and essential responsibilities?  Do not list information, degrees or credentials in the space provided.  Instead, list the activities that must be performed and/or behavior that must be demonstrated to perform the job completely satisfactorily.

	Skills And Abilities Required For Completely Satisfactory Performance

(Do Not List Knowledge, Degrees Or Credentials)

	Computer skills (Word processing, Excel spreadsheets, database management software and application).


	Ability to communicate effectively.


	Multitask skills and ability to work independently within tight deadlines.



Q8:  Formal Education.  
What formal education is usually associated with completely satisfactory performance in the job? (Please check the appropriate answer.)

	 FORMCHECKBOX 
Less than a high school education

 FORMCHECKBOX 
High school education  

    (5+ years work experience;
    College course work/degree preferred) 
 FORMCHECKBOX 
Technical or vocational  school  

         education

 FORMCHECKBOX 
Junior college/two-year college 

         training

 FORMCHECKBOX 
Four-year college education 
	 FORMCHECKBOX 
Graduate level education

 FORMCHECKBOX 
Professional school (e.g., law, 
         medicine, etc.) education

 FORMCHECKBOX 
Other (Please specify):

     

 FORMTEXT 
     


Employee Completing Questionnaire Should Not Write Below This Line


I have read the contents of this questionnaire and I consider it an accurate description of the current content of the job identified on the first page.

Name: Dennis V. Breite_____________________________________________________
Title: Vice President, St. Louis Enterprise Centers_______________________________

  
[image: image1.emf]


__9/17/09__
                        (Signature)



  (Date)   

______________________________________________________________________1

