
 
Title: Technology Administrative Assistant 

Reports to: Technology Director 

Terms of Employment: 12 months 
Salary: NC State Salary Schedule 

 
 
PURPOSE STATEMENT: 
The job of Technology Assistant was established for the purpose/s of providing a variety of 
secretarial support to assigned administrator and department; establishing and maintaining 
department records; tracking department funds, grants and purchasing; compiling reports; 
ensuring compliance of department records with mandated requirements; and monitoring 
assigned projects and/or program components. 
 
SPECIFIC DUTIES AND RESPONSIBILITIES 

• Compiles data (e.g. personnel forms, time sheets, leave forms, etc.) for the purpose of 
preparing reports or processing requests. 

• Prepares a variety of correspondence, reports and other materials (e.g. work orders, 
requisitions, supply orders, etc.) for the purpose of documenting activities, providing 
written reference, and/or conveying information. 

• Maintains inventory of supplies and materials (e.g. forms, office supplies, etc.) for the 
purpose of ensuring items’ availability. 

• Processes a variety of documents and materials (e.g. time sheets, work orders, 
requisitions, travel reimbursements, etc.) for the purpose of disseminating information in 
compliance with established administrative guidelines. 

• Supports assigned Administrator and department staff for the purpose of providing 
assistance with administrative functions. 

• Performs other related duties as assigned for the purpose of ensuring the efficient and 
effective functioning of the work unit. 

• May independently solve minor problems or seek assistance from appropriate technical 
professional. 

• Performs disk backups and software copying as required 
 
Job Requirements: Minimum Qualifications 
Skills, Knowledge and Abilities 
 
SKILLS are required to perform multiple tasks with a potential need to upgrade skills in order to 
meet changing job conditions.  Specific skill-based competencies required to satisfactorily 
perform the functions of the job include: operating standard office equipment including utilizing 



pertinent software applications; planning and managing projects; and preparing and maintaining   
accurate records. 
 
KNOWLEDGE is required to perform basic math, including calculations using fractions, 
percent’s, and/or ratios; read a variety of manuals, write documents following prescribed 
formats, and/or present information to others; and solve practical problems. Specific knowledge-
based competencies required to satisfactorily perform the functions of the job include: business 
telephone etiquette; common office machines; concepts of grammar and punctuation; and office 
application software. 
 
ABILITY is required to schedule activities, meetings, and/or events; gather and/or collate data; 
and use basic, job-related equipment.  Flexibility is required to work with others in a variety of 
circumstances; work with data utilizing defined and similar processes; and operate equipment 
using defined methods. Ability is also required to work with a wide diversity of individuals; 
work with a variety of data; and utilize specific, job-related equipment. Problem solving is 
required to identify issues and create action plans. Problem solving with data may require 
independent interpretation; and problem solving with equipment is limited. Specific ability-based 
competencies required to satisfactorily perform the functions of the job include: communicating 
with diverse groups; maintaining confidentiality; meeting deadlines and schedules; setting 
priorities; working with detailed information/data; and displaying adaptability/flexibility. 
Responsibilities include: working under limited supervision following standardized practices 
and/or methods; leading, guiding, and/or coordinating others; and tracking budget expenditures. 
Utilization of some resources from other work units is often required to perform the job's 
functions. There is a continual opportunity to have some impact on the organization’s services. 
 
MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED TO PERFORM 
ESSENTIAL JOB FUNCTIONS 
Physical Requirements: Must be physically able to operate a variety of equipment including 
computers, copiers, typewriters, audiovisual equipment etc. Must be able to exert up to 20 
pounds of force occasionally, and/or a negligible amount of force constantly to move objects. 
Physical requirements are consistent with those for Light Work. 
Data Conception: Requires the ability to compare and/or judge the readily observable, 
functional, structural, or composite characteristics (whether similar to or divergent from obvious 
standards) of data, people or things. 
Interpersonal Communication: Requires the ability to speak and/or signal people to convey or 
exchange information. Includes receiving instructions, assignments, and/or directions from 
superiors. 
 


