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Classification Specification
	

	
	4207100

	
	PUBLIC HEALTH ADMINISTRATIVE SUPPORT SUPERVISOR



Class Summary
The responsibilities of this classification are to supervise the work of clerical and other administrative support staff for a Public Health site. The position is responsible for personnel and payroll processing and accounts payable/accounts receivable functions and participating in the development, implementation and administration of policies and procedures for assigned work site.

Distinguishing Characteristics

This is a single level classification. It is distinguished from Administrative Specialist IV in that incumbents perform the daily supervision of staff for assigned administrative support positions and have overall responsibility for the day to day operations of support services in a Public Health site. This position is the central resource to staff on district or region programs and procedures, services, and referral sources. While incumbents in the Administrative Specialist IV classification are working administrative support supervisors and have limited team or program responsibilities, the Public Health Administrative Support Supervisor is primarily responsible for supporting multiple programs and staff with complex administrative support functions. This position includes supervising regular and intermittent staff and for supporting multiple programs which may be located in multiple sites.  

Examples of Duties (May vary by position)

1. Supervise and direct the work of assigned staff including hiring, training, performance evaluations and making recommendations on disciplinary actions.

2. Oversee the coordination of the health services activities within an assigned health district clinic or clinics.  Participate as a member of the management team.

3. Act as central resource person on office procedures, practices, schedules, health programs, services and referrals sources for assigned clinic or clinics.

4. Ensure the processing of personnel and payroll actions in a timely manner and that actions are in compliance with established policies, procedures, regulations and/or guidelines.

5. Oversee the cash control function and accounts for all site disbursement and receipts including petty cash. Ensure that accounts payable/accounts receivable activities are in compliance with department’s cash handling policies.

6. Participate in the development, implementation and administration of policies and procedures for assigned clinic or clinics work group.

7. Participate in the planning, development and implementation of new or revised administrative support policies and procedures.
8. Perform other duties as assigned.
Knowledge/Skills (May vary with position)
Knowledge of supervisory techniques and principles
Knowledge of human resources management techniques and principles
Knowledge of team building techniques and principles
Advanced knowledge of office policies and procedures

Knowledge of basic accounting techniques and principles
Advanced knowledge of word processing and spreadsheet software
Knowledge of adult learning techniques and principles
Communication skills (oral and written)
Problem solving skills
Conflict resolution skills
Leadership skills
Detail oriented skills
Training skills
Skill in teaching others on tasks or assignments to be performed
Skill in working with diverse cultures
Skill in organizing, prioritizing and delegating tasks
Skill in working on a number of projects and tasks simultaneously
Skill in reconciling numeric data and accounts
Skill in listening and communicating with others in a tactful and diplomatic manner
Skill in communicating technical information to non-technical individuals
Licensing, Certification and Other Requirements
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None

	Class History
	Created 
8/1997 

	
	Updated
12/2003  

	
	Updated 
1/2008 Changed font and format


Page 2
Public Health Administrative Support Supervisor   
 1/2008 Version


[image: image1.png]