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YECA               Position Description 
Position:  Administrative Specialist II  

Department:  Administration FSLA:  Non-exempt 

Reports to:  Fiscal-Human Resources Administrator Salary Grade:  113 

 

Summary 
 

Under direction performs and oversees the administrative and accounting clerical functions; 

interprets policy and administrative regulations; may perform a combination of clerical payroll, 

accounting and performs other related duties as may be required. 

 

Distinguishing Characteristics 
 

This is a non-supervisory clerical classification responsible for performing a variety of 

clerical tasks with a high degree of skill and independence of judgement.  Incumbents will 

prepare and process payroll, accounting transactions and other documents and reports. 

 

Essential Duties and Responsibilities 
The statements contained below reflect general details as necessary to describe the principle functions of 

this job, the level of knowledge, skills typically required, and the scope of responsibility, but should not be 

considered an all-inclusive listing of work requirements. 

 

 Performs secretarial and clerical duties involving the use of some independent judgment 

and an understanding of agency functions and procedures. 

 

 Interviews office visitors and answers light volume of incoming calls.  May refer 

individuals to proper source of information; receives and screens callers, forwards to 

appropriate staff inquiries from the public; may take messages and schedule 

appointments. 

 

 Prepares periodic reports to internal sources and external agencies.  Reports are usually 

time sensitive requiring some planning of data gathering and retrieval of other 

information to meet deadlines.  

 

 Initiates, receives and processes documents and information; determines routing of 

information and correspondence; establishes and maintains general filing; compiles a 

variety of data and other information for special and periodic studies; and purges files. 

 

 Provides clerical support to unit administration functions by processing time sheets, payroll 

transactions and various accounting transactions such as purchase orders, journals, claims 

etc.; may receive monies; maintains workload statistics, and other records, takes and 

prepares meeting notes and minutes; establishes and documents clerical operational and 

work methods procedures.  Prepares routine fiscal reports.  

 

 Maintains office equipment and related; does requests and follow up on building 

maintenance and custodial services; operates and performs routine preventative 

maintenance on office machines including copiers, etc. 

 

 Performs other duties as assigned that support the overall objective of the position. 
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Qualifications 
 

 Knowledge & Ability: 

Knowledge of :  General office procedures and practices; forms, records and terminology 

used; rules, regulations and operating procedures; public information and contract 

techniques; availability and nature of services provided; record-keeping and filing systems; 

methods of recording, researching and compiling information; general clerical and technical 

resource materials and information sources; document preparation, duplication and 

distribution techniques; administrative procedures affecting inventory, purchasing, 

accounting and personnel/payroll transactions. 

 

Ability to:  Apply knowledge of clerical operational and technical procedures; type 

minimum of 35 words per minute; communicate effectively with people of diverse 

backgrounds; demonstrate tact and diplomacy; proofread and/or edit for errors in spelling, 

grammar and punctuation; research regulations and technical reference materials; type and 

prepare final forms; sort alphabetically, chronologically and numerically; use and maintain 

office machines; develop and implement clerical work procedures; collect and analyze data 

and make appropriate recommendations; organize and prioritize work assignments; maintain 

confidentiality of information.  Must possess basic knowledge with Microsoft Office 

programs. 

 

 Physical Abilities 

Requires ambulatory ability to reach and retrieve office materials, requiring light lifting 

up to pounds and occasional lifting of up to 25 pounds. Requires sufficient hand/eye 

coordination and manual dexterity to operate a personal computer keyboard at 35 words 

per minute; sufficient visual acuity to recognize words letters and numbers. Requires 

auditory ability to carry on conversations over the phone and in person. 

 

 Environmental & Functional Factors: 

Incumbents in this class are generally expected to work inside buildings; to work either 

alone or closely with others; to drive a car; lift carry objects weighing up to 25 pounds; 

move about and have use of fingers and both hands; communicate verbally with co-

workers and public; be able to decipher forms, computer instructions, etc. and hear well. 

 

 Education and Experience 

High School diploma or equivalent required.  Minimum of 3 years of progressively 

responsible secretarial and clerical experience is required. 

 

 Licenses and Certificates 

Must possess and maintain a valid Class C California Driver's License 

 


