ADMINISTRATIVE TECHNICAL SPECIALIST

CITY OF ASHEVILLE, NORTH CAROLINA
CLASS SPECIFICATION

ADMINISTRATIVE TECHNICAL SPECIALIST
INFORMATION TECHNOLOGY DEPARTMENT

GENERAL STATEMEMENT OF DUTIES


Performs technical work for the administrative division of the Information Technology Department.  Employee reports to the Technical Operations Administrator.

DISTINGUISHING FEATURES OF THE CLASS


An employee in this class assists the administrative division of the Information Technology Department with responsible technical work.  Employee is responsible for report writing and generation, assisting with procurement and invoice payment, writing and processing contracts, radio system administration, project coordination for public safety and non public safety projects, updating and producing reports from call and radio accounting systems, and working with simple data and database management as needed   Considerable tact and courtesy must be exercised in frequent contacts with City employees and vendors.  Work is performed according to standard procedures, but the employee is expected to use initiative and independent judgment in accomplishing assigned objectives.  Work is performed under general supervision of the Technical Operations Administrator and is evaluated through observation and review of work completed.

ILLUSTRATIVE EXAMPLES OF WORK

ESSENTIAL JOB FUNCTIONS


Report writing and generation of quarterly business reports for department 

Assist with the procurement of supplies and equipment either by procurement card or requisition process.


Process invoices for several vendors and acts as backup to the department’s administrative assistant for all other invoice payments.


Creates vendor contracts and then processes the contract through the proper system procedures.


Assist the Technical Operations Administrator with radio system administration, such as assigning radio system ID numbers and FCC paperwork.

Assist the police and fire departments with public safety projects such as report writing, report generation, and data analysis.


Perform necessary functions with the phone system call accounting package.


Perform necessary radio system access database changes.


Perform administrative telephone system work such as assigning new telephone numbers and keeping telephone system access database and call accounting system updated and in sync.


Perform necessary work with the present and future citywide enterprise software applications such as core financials, utility billing, permitting, development services, and other systems.

ADDITIONAL JOB FUNCTIONS


Performs related work as required.

KNOWLEDGE, SKILLS AND ABILITIES


General knowledge of Crystal report writing software.

General knowledge of computer system applications such as HTE and MUNIS.

General knowledge of Microsoft office suite including access database management.

General knowledge of the practices and procedures utilized in Financial Accounting systems.

Ability to operate electronic computer and its auxiliary equipment.


Ability to understand and carry out complex written and oral instructions.


Ability to diagnose routine program and computer malfunctions.


Ability to analyze data and produce necessary reports.


Ability to communicate effectively both orally and in writing.


Ability to deal tactfully and courteously while assisting City employees and vendors.

Ability to establish and maintain effective working relationships as necessitated by work assignments.


MINIMUM EXPERIENCE AND TRAINING

Associate’s degree in technical field, and the experience required to perform the essential position functions.

SPECIAL REQUIREMENTS

Expertise with Microsoft Office suite including Access and Crystal Report Software. Excellent communication and customer services skills are essential.

COMPETENCIES

Technical Competency:  Ability to use the tools and concepts of the specialty area in which the employee works.  Includes using appropriate processes, procedures, resources, and work or professional standards.


Interpersonal Competency:  Ability to work with people, develop and maintain work relationships, communicates, manage conflict, and perform as an effective team member.


Intellectual Competency:  Ability to think, learn and process information.  Ability to solve problems and gather necessary information.  Includes having math and reading skills appropriate to job level.


Customer Service:  Ability to identify customers, determine the valid needs of a situation, and provide service or service recovery in a manner that satisfies the customer.


Physical Skills:  Ability to perform required jobs with adequate strength, dexterity, coordination and visual acuity (with reasonable accommodation[s] if needed) and in a manner that does not pose a direct threat to the health or safety of the employee or others in the workplace.

Salary Grade  15
Non-Exempt
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