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	JOB TITLE:
	Administrative Support/Administrative Assistant II
	JOB CODE:
	52X

	CLASSIFICATION:
	A/S II
	LAST REVISED:
	

	DIVISION:
	
	DEPARTMENT:
	

	GROUP:
	
	STATUS:
	

	REPORTS TO:
	


Job Summary:  

Working under direct supervision, performs a variety of activities in support of functional areas such as finance, purchasing, or human resources or for a specific project, administrative, or technical group. Gathers, collects, records, tracks and verifies data and information from multiple sources. Compiles, reviews and analyzes data. Uses software for functional area, to compile and generate reports, statistics, timelines, tables, graphs, correspondence and presentations. May design processes to enhance the department’s work flow.  Provides data and information to others on functional unit processes and procedures.

Essential Job Functions:  

Additional (Non-Essential) Job Functions:  

Working Conditions

1 Environmental Health & Safety Responsibilities
a) Job Specific
b) General
i) Perform all tasks in a secure, safe, and environmentally responsible manner in accordance with the Lab's security and EH&S policies, and encourage the same in the performance of others.

ii) Understands all office related requirements contained in the Laboratory's EH&S manual and maintains an environmentally sound and safe working area for staff and customers.  

iii) Supports the Lab's Environment, Health and Safety initiatives.  Be vigilant to conditions/hazards that could adversely impact the Lab's workforce and facilities, and take whatever action is necessary to mitigate or eliminate the risk to staff and facilities.

iv) Maintain an environmentally sound and safe workplace for self and visitors in areas of responsibility.  This includes understanding office related requirements contained in Jefferson Lab's EH&S manual.  

v) Assures compliance with the Laboratory EH&S policies and procedures in the execution of all assigned duties.

vi) Performs duties of safety wardens as assigned.

c) Proactive

i) Identify EH&S issues in areas of responsibility. Be aware of safety issues in other areas and communicate concerns and issues to responsible parties. 

ii) Report unsafe conditions to supervisor for corrective actions that exceed personal ability to correct. 

2 Travel

Management/Supervisory/Lead Responsibilities:

Internal/External Contacts:

1 Internal  

2 External
Qualifications:  

1 Education, Certifications and Experience:

a) High School diploma + 2 years relevant experience or equivalent combination of education and experience.
2 Knowledge, Skills, Abilities:   

3 Mental requirements

a) Ability to comprehend and follow instructions

b) Ability to compose letters, outlines, memoranda, reports and other documents

c) Ability to understand, remember, and communicate information and make decisions

d) Ability to concentrate on details and detect errors

e) Ability to prioritize and complete multiple tasks

4 Physical Requirements:

a) Ability to walk to various locations on the laboratory site and access work areas

b) Ability to sit for prolonged periods.

c) Ability to lift up to 10 pounds frequently and 25 pounds occasionally

d) Ability to open files and cabinet drawers, stoop and bend

e) Ability to keyboard, mouse and use telephones frequently

f) Visual capabilities sufficient to use computer workstations, read documents and see safety alarms

g) Auditory capabilities to hear safety alarms
Preferred Qualifications: 
1 Education, Certifications and Experience:

2 Knowledge, Skills, Abilities:   


