
 SENIOR ADMINISTRATIVE SUPPORT SPECIALIST 
 
DEFINITION OF WORK 
 
Employees in this class perform a variety of complex administrative, technical support, and office 
management duties requiring a comprehensive understanding of the department’s mission, rules, 
regulations, goals, and services.  The employee performs public contact and administrative office 
management duties to relieve the manager of operational detail. Work includes composing reports 
and correspondence; screening and independently handling a variety of inquiries by telephone and 
in person; setting up and attending meetings; coordinating functions or activities; and maintaining a 
variety of records and files.  The employee is responsible for interpreting, applying, and explaining 
program policies and procedures.  Work is characterized by its variety and complexity and requires 
considerable analytical ability and organizational knowledge of applicable policies, procedures, and 
programs. The employee must exercise considerable independent judgment, discretion, and 
initiative in completing assignments and in handling difficult public contact situations requiring 
considerable tact. Work is performed under limited supervision and is evaluated for proper 
application of policies and procedures, quality and completeness of reports and recommendations 
and program accomplishments. 
 
EXAMPLES OF WORK 
 
Employees in this class plan and organize the administrative work flow of the office to accomplish 
needs; identify and develop data bases, spreadsheets and other records management systems; 
create files, notebooks, forms and correspondence based on limited instructions; edit data bases 
and spreadsheets for custom applications; prepare charts and graphs using spreadsheet and/or 
presentation software; review work for compliance with instructions, proofreads final product. 
Draft and compose correspondence and prepare a variety of scheduled and special reports for 
senior management and various government agencies; review and verify records and reports for 
correct information; identify potential inconsistencies and resolve discrepancies; create or update 
policy and procedures manuals. Answer a variety of questions based on program and technical 
knowledge; select appropriate materials to answer questions; explain rationale of answer and often 
resolves problems or complaints without management's assistance. Compile information for the 
budget document and typically prepare a draft budget for management review; maintain 
spreadsheets tracking budget expenditures by line item and by program area; prepare reports and 
reconciliations. Process payroll for the department; verify timesheets and leave records; ensure 
accuracy of records and maintain the department’s personnel records and files; prepare and/or type 
confidential personnel reports, evaluations, and disciplinary actions.; ensure compliance with 
policies and regulations; maintain data and statistics; prepare and maintain records; and prepare 
reports on activities. Handle confidential or sensitive technical information in an appropriate manner. 
Perform related work as required. 
 
EMPLOYMENT STANDARDS 
 
Education and Experience:   
 
Graduation from high school or GED and demonstrated possession of knowledge, skills, and 
abilities gained through at least three years of progressive office assistant, secretarial, or records 
processing experience; or an equivalent combination of education and experience.  
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Knowledge, Skills, and Abilities: 
 
Thorough knowledge of modern office practices and procedures including automated office systems 
such as word processing, data base management, spreadsheet design and usage, specialized 
technology applications, website documents and other related resources; thorough knowledge of 
assigned department, its functions, policies, procedures, practices, and related laws and operations; 
considerable knowledge of laws and ordinances, procedures and practices related to area of 
assignment and of the organization’s administrative, financial, personnel and purchasing 
procedures; skill in the use of information technology equipment and associated software products 
such as word processing, spreadsheets and data bases used in area of work assignment including 
the development of forms, form letters, tables, spreadsheets, data bases, etc. to compile records 
and generate reports; skill in communicating effectively and in conducting the department’s business 
in person and by telephone and in customer service problem-solving and conflict resolution; ability to 
plan and organize administrative support and technical activities and tasks; ability to handle multiple 
priorities utilizing sound judgment and based on knowledge of departmental issues and needs; 
ability to do research and gather and compile materials from a variety of sources; ability to establish 
and maintain effective working relationships with the supervisor, co-workers, County officials, 
customers and the general public; ability to work independently on responsible administrative 
support, technical and programmatic tasks, some of which may be confidential or sensitive; ability to 
be tactful and courteous while being persuasive and confident on County business; ability to 
complete assigned tasks based on general or limited instructions. 
 
SPECIAL REQUIREMENTS 
 
Background check with local law enforcement agency required. Some positions within classification 
may require a valid North Carolina driver’s license.  Condition of Employment: Each applicant who is 
tendered an offer for employment for any position with Cumberland County shall be tested for the 
use of drugs specified in the County policy. Refusal to submit to testing or a confirmed positive test 
shall be basis for withdrawal of the conditional employment offer.     
 
ADA REQUIREMENTS 
 
Work is performed in an office setting. Tasks are regularly performed without exposure to adverse 
environmental conditions, such as dirt, dust, pollen, odors, wetness, humidity, rain, fumes, 
temperature and noise extremes, machinery, vibrations, electric currents, traffic hazards, toxic 
agents, violence, disease, or pathogenic substances.   
 
PHYSICAL REQUIREMENTS 

 
Must be able to exert moderate, though not constant physical effort, typically involving some 
combination of climbing and balancing, stooping, kneeling, crouching, and crawling. 
Must be able to lift, carry, push, and/or pull objects and materials of moderate weight up to 20 
pounds.  Must be able to perform coordinated movements such as operating office equipment and 
keyboarding. Some tasks require visual perception and discrimination.   
Some tasks require oral communications.  
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