GOVERNMENT OF THE UNITED STATES
VIRGIN ISLANDS
DEPARTMENT OF EDUCATION
JOB ANNOUNCEMENT

THE POSITION BELOW IS VACANT IN THE DEPARTMENT OF
EDUCATION:

POSITION TITLE: Administrative Officer |

LOCATION: St. Croix, Title V Office

Interested persons should contact: DIVISION OF HUMAN RESOURCES
(340) 774-0100 EXT. 8078, 8226, 8054

Deadline for applying: July 21, 2010
Starting Salary: $23,834.00 GRADE: EC-18 STEP: 0
Union: Support Staff Unit — (AFT)

GENERAL STATEMENT OF DUTIES

This is administrative work in assisting with the management of an agency. An

employee in this class is responsible for serving as an administrative assistant to a

department or division director. Work is at the entry level and of limited complexity;
duties are usually specialized in nature, relating to a limited number of management
areas. Work is performed in accordance with established policies, but the use of good
judgment is required in the application and interpretation of rules and regulations. Direct

supervision is received from a higher-level officer in the form of review of work.

DUTIES AND RESPONSIBILITIES (NOT ALL INCLUSIVE):

¢ Provides staff support in the areas of fiscal management, personnel management,

and other administrative functions;

e Acts as personnel officer in a small agency in such matters as employee records,
recruitment and other related aspects of personnel administration, and collaborates

with the central personnel agency;

e Prepares budget estimates of funds where necessary, suggesting needs for
additional equipment and supplies or personnel including preparation of
appropriate justification of need;

e Makes apportionment of budgetary funds where necessary suggesting when

certain expenditures should be made; initials for the certifying officer expenditure
documents to be processed and keeps that officer informed on unexpended funds

to prevent overspending;
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DUTIES AND RESPONSIBILITIES con’t

e Maintains files and records, supplies, and materials as required by the
administrator;

e Plans, coordinates and supervises the work of a clerical staff;

¢ Informs department or division personnel of policy changes and ensures proper
implementation;

® Conducts investigations and studies of limited scope and complexity;

¢ Functions as representative of the department, explaining agency’s programs and
procedures;

e Performs other duties as required and assigned

Education and Experience

Completion of the twelfth school grade, including or supplemented by commercial
subjects and six years related experience, with at least three in supervisory capacity;
or

Graduation from an accredited college or university with major work in Business
Administration or related field;

or
Two years as a Junior Management Assistant or its equivalent

Knowledge, Skill and Abilities

¢ Knowledge of the general theory and principles of budgeting, general
procurement and supply, personnel administration and public administration;

e Ability to interpret and understand complex procedural and general
administrative legislation, rules and policies and apply them to a wide variety
of problems;

e Ability to prepare complex reports on proposed or completed management
endeavors;

e Ability to develop harmonious relationships with employees, agency heads
and the general public;

“NO PERSONS SHALL BE DISCRIMINATED AGAINST IN EMPLOYMENT OR IN ANY
EDUCATIONAL PROGRAM OR ACTIVITY OFFERED BY THE VIRGIN ISLANDS
DEPARTMENT OF EDUCATION ON ACCOUNT OF RACE, COLOR, CREED, NATIONAL
ORIGIN, SEX, HANDICAP OR AGE”

Posted: 6/21/10

Nicole Jacobs
Acting Director
Division of Human Resources



