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Administrative Officer (OPLA)

| crave YRR T S 593,776 $131,286.
JOB SUMMARY

This position is located in the Department of Consumer and Regulatory Affairs in the Business and Professional
Licensing Administration (BPLA). The Administrative Officer is charged with the responsibility of assuring the
day-to-day responsibilities for the staff engaged in administrative or specialized support activities.

The incumbent works under the general direction of a member of the Executive Leadership Team, who provides
broad policy direction. In consultation with the Executive Team, the incumbent develops broad-range goals and
objectives. The incumbent exercises a high degree of professionalism and independent judgment.
Recommendations made are generallv accepted without sianificant chanae. Work is reviewed in terms of how
DUTIES AND RESPONSIBILITIES

The incumbent performs department, program or function-specific administrative duties requiring analysis and
interpretation of unique, detailed, complex and/or vague procedures and regulations, subject to limited or no
review by higher level employees. This includes organizes and coordinates administrative support operations and
procedures; evaluates procedures and revises as necessary; devises new forms to improve efficiency in the
Business and Professional Licensing Administration (BPLA), Occupational and Professional Licensing
Administration (OPLA). The incumbent supervises staff, assigns work, trains and provides work direction to
administrative support personnel; and reviews work completed by unit personnel to ensure that qualitative and
guantitative standards are met. The incumbent also oversees utilization of automated office equipment; develops
complex word processing applications; and troubleshoots equipment and software problems concerning word
processing.

QUALIFICATIONS AND EDUCATION

Individuals must possess one (1) year of specialized experience equivalent to at least the grade 12 level.
Specialized experience is experience which is directly related to the position which has equipped the individual
with the knowledge, skill and abilities to successfully perform the duties of the position to include the program
policies, procedures and controls related thereto, and the responsibilities of key officials. Qualifying specialized
experience include: ability to manage administrative programs, e.g., budget and finance administration; human
resources administration; information management; and/or contracting/acquisition; experience analyzing,
developing, and justifying budgetary requirements for assigned program.
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