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University of Texas at El Paso

Job Description
Job Code   : 9040

Job Title   : Administrative Secretary

Department   : Administrative Support 

Reports To   : Manager or Director

Location   : Campus Wide

FLSA Status   : Non-Exempt

Prepared By   : Human Resource Services

Summary: Under the supervision of a manager or director, this position provides clerical and administrative services and assistance requiring occasional discretion and judgment.  

Note:  The primary accountabilities below are intended to describe the general content of and requirements of this position and are not intended to be an exhaustive statement of duties.  Incumbents may perform all or some of the primary accountabilities listed below.  Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the incumbents’ immediate supervisor or manager.

Essential Duties and Responsibilities: include the following. Other duties may be assigned.

Screens telephone calls and visitors, ascertaining who can be redirected to subordinate managers or other offices.  Provides information to callers, requiring detailed knowledge of manager’s area of responsibility and general knowledge of company policies, practices, and operations; screens correspondence and responds independently when possible; routes priority mail to director; greets and assists visitors.

Maintains manager’s calendar, scheduling meetings and appointments without clearance on occasion.  May arrange travel and hotel accommodations as necessary.

May maintain supply inventories by checking stock to determine inventory level, anticipating needed supplies, placing and expediting orders for supplies and verifying receipt of supplies.

May provide clerical and administrative support to department staff, maintaining a high degree of confidentiality on all sensitive information this position is privy to.

Prepares memorandums, disciplinary reports, hiring requests, and purchasing requisitions and gets necessary document approvals; composes, prepares, proofreads confidential correspondence, reports, and other complex documents; files correspondence and other reports; acts as custodian of university documents and records.

Processes new appointments or changes in appointments via BIS and KRONOS systems; processes payment vouchers for training and education reimbursements.

Tracks work orders and inputs employment data; tracks and ensures employment evaluations satisfy deadlines.

Maintains personnel training files and tracks new and current personnel training; oversees temporary and hourly employees and assigns duties; prepares timecards for payroll runs; assists with the maintenance of attendance reports for classified and Administrative and Professional personnel.

Outlines and explains university procedures and policies to supervisory workers, and monitors compliance; 

creates and maintains database and spreadsheet files; assists with budget preparation.

Arranges programs, events, conferences, trainings, and meetings by arranging for facilities (and caterer), issuing information or invitations, coordinating speakers, and controlling event budget; arranges complex and detailed travel plans and itineraries, compiles documents for travel-related meetings, and accompanies supervisor when requested.

Complies with all State and University policies.  

Qualifications: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and Experience:                   




One year certificate from college or technical school within area of assigned responsibility; and two to three years related experience and training; or equivalent combination of education and experience.

Communication Skills:                   




Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.  Must have sufficient oral, written and interpersonal communication skills to effectively interact with departmental personnel, assist customers with inquiries, schedule meetings and appointments, as well as, provide assistance with incoming telephone calls and walk-ins, as described above.

Mathematical Skills:                   




Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

Reasoning Ability:                   




Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Computer Skills:                   




Computer knowledge within area of assigned responsibility preferred.

Certificates, Licenses, Registrations: 

Notary Public preferred.

Other Qualifications:                   




Bilingual (English/Spanish) preferred and occasional travel may be required.  Must have the ability to work well in a fast paced environment and possess excellent business acumen.

Physical Demands: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is occasionally required to stand; walk; sit; use hands to feel; reach with hands and arms; and talk or hear. The employee must occasionally lift and move up to 10 pounds. Specific vision abilities required by this job include close vision, color vision and ability to adjust focus.

Work Environment: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is usually moderate.

This position is security-sensitive and subject to Texas Education Code §51.215, which authorizes the employer to obtain criminal history record information. 
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