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STATE CIVIL SERVICE

POSITION DESCRIPTION P.0. BOX 94111 - CAPITOL STATION

Form Revision Date: 7/2021 v
STATE SERVICE 2CoPDS@la.gov

1 TYPE OF REQUEST

Check appropriate request boxes. If master job descri ption, please attached master list of positions.

X upDATE [] AGENCY APPEAL [] MASTER ___ # requested

D JOB CORRECTION |:| 5.3 APPEAL E CAREER MAJOR AGENCY CODE & POSITION NUMBER
PROGRESSION GROUP PERSONNEL AREA CODE 50308482

] NEW POSITION LAGs

CURRENT OFFICIAL JOB TITLE (IF POSITION IS IN A CPG, LIST CAP OF ALLOCATION) CURRE:;;‘;‘;LEVE" CAERENT OFF'IC;:: &ggcons

ADMINISTRATIVE ASSISTANT 4

REQUESTED OFFICIAL JOB TITLE REQUESTED PAY LEVEL REQUESTED OFFICIAL JOB CODE

2 INFORMATION REQUIRED FOR NEW POSITION ror 14 Gov HOM AGENCIES ONLY

ORGANIZATIONAL UNIT NUMBER WORK PARISH PERSONNEL SUBAREA EMPLOYEE GROUP (CHOOSE ONE}
50025988 EBR 5000 [J FTHOURLY

X]  FTSALARY

[] PTHOURLY
COST CENTER GRANT FUND WBS ELEMENT ORDER

3 GENERAL INFORMATION

EMPLOYEE'S NAME — LAST, FIRST Employee Qualifies ForJob | HUMAN RESOURCES CONTACT

BELL, TANETTRA K ves [Ono DENISE ACKOURY

AGENCY/DEPARTMENT — OFFICE — DIVISION HUMAN RESOURCES TELEPHOME

LOUISIANA HOUSING CORPORATION/ ENERGY /INDUSTRIPLEX ( 225 ) 763-8841

OFFICIAL TITLE OF SUPERVISOR DIRECT SUPERVISOR’S POSITION NUMBER HUMAN RESOURCES EMAIL

HOUSING FINANCE DEPUTY ADMINISTRATOR 50308497 dackoury@lhc.la.gov

4] 9 FARA oe L 0 3 ar o 0
INCUMBENT NAME POSITION NUMBER OFFICIAL JOB TITLE / AGENCY

5 SUPERVISORY ELEMENTS ORGANIZATIONAL CHART MUST BE ATTACHED

[J DETERMINES WORK ASSIGNMENTS [J RECOMMENDS HIRING/PROMOTIONS [] TRAINS STAFF

NUMBER OF DIRECT
[J REVIEWS AND APPROVES WORK ] PREPARES & SIGNS PES RATING [ APPROVES LEAVE SUBORDINATES

6 ATTACH MENTS Check to indicate attachments.
X Duties / Responsibilities (required) [ ] Comments [ ] MID Position Numbers

X Organizational Chart (required) [] contracted Personnel Form

7 SIG NATURES Sign and print below.

D | certify that the infarmation in this document is true and correct to the best of
DATE my knowledge.
| certify that | have reviewed the position description. | disagres with a portion of
EMPLOYEE the contents and have attached comments,
BRI D | certify that | agree with this document.
D I eertify that | have reviewed the position description. | disagree with a portion
DIRECT SUPERVISOR of the and have attached
/) ] DATE
u | & . T eerti e
APPOINTING AUTHORITY (Required) %/ oe“::: that]l:gree ithi Els :ocu ment.
- I certify that | have reviewed the position description. |
E /(M[é_‘l—? ‘6'-10 ’ disagree with a portion of the contents and have attached
W po comments.
PRINT NAME AND TITLE OF APPOINTING AUTHORITY d

Position Description SCS will keep this document for six (6) years. Pagelof2




8 JOB DUTIES AND RESPONSIBILITIES

Provide a brief statement describing the function of work or reason why the position exists. List duties indicating the percent of time spent for each area of
responsibility. If applicable, describe any unusual physical demands and/or unavoidable hazards of the position. Attach additional pages if necessary.

PERCENTAGES MUST TOTAL 100%  LIST DUTIES IN DECREASING ORDER OF IMPORTANCE / COMPLEXITY. THE NEED FOR SPECIAL LICENSE, POLICE COMMISSION,
KNOWLEDGE OR TRAINING MUST BE INDICATED BELOW, IF APPLICABLE.

The incumbent of this position provides administrative support for a Program Administrator and all departments under the
Administrator's supervision. The person filling this position must have knowledge of MS Office products. In addition, the
individual possess proofreading, editing and writing skills. This position requires a high level of judgment, confidentiality and
little oversight.

75%

Relieves Program Administrator of minor and/or routine administrative matters. Proofs, edits and offers suggested revisions on
various reports and/or correspondence that require Program Administrator's signature. Assists staff with miscellaneous duties,
including making copies, faxing, preparing documents for fed-ex delivery, and mass mail-outs.

Reserves and sets up meeting rooms for meetings. Prepares materials for and attends meetings, records and transcribes minutes
of the meetings. Works in conjunction with another Administrative Assistant to coordinate materials required for respective
department meetings.

Answers internal and external phone calls/emails/referrals from customers, working with them to provide the requested
information, or transfers customer to the appropriate department for assistance.

15%
Responsible for handling all incoming/outgoing correspondence and departmental documents.

Maintains, organizes and updates the filing systems and retrieves data from files for staff for routine inquiries, reports,
etc.
10%

Manages calendar and keeps Administrator abreast of upcoming meetings/events. Sets up conference calls.

Creates and implements routine administrative procedures such as transmittal slips, purchase orders, Travel
Authorization Requests, Travel Expense Accounts, reimbursements, etc.

Keeps a log of the use of vehicles assigned to each department.

Performs other duties as assigned.
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