CLASSIFICATION SPECIFICATION

	FLSA:
	EXP
	Job Code:
	ACV73154

	Job Class Code:
	010
	Salary Schedule:
	ASRRASO

	EEO Category:
	01
	Grade:
	23

	Workers Comp Code:
	9410
	
	

	
	
	
	

	Job Code Established:
	09/28/92
	Effective Date:
	09/28/92

	Job Code Revised:
	01/01/01
	Effective Date:
	01/01/01


JOB CODE SERIES:  Administrative Management Series
JOB CODE TITLE:    
ADMINISTRATIVE SERVICES OFFICER IV
HRIS TITLE:

ADMV SVCS OFFICER IV
CHARACTERISTICS OF THE CLASS: Under administrative direction, is responsible for work of considerable difficulty in the largest state agencies having complex and extensive business operations, planning, organizing, and directing, through subordinate program managers, several major centralized financial and business management functions such as personnel, accounting, budgeting, purchasing or data processing; or directs the operation, through subordinate program managers, of the Arizona Highways Magazine; or serves as the special assistant to the Department of Transportation Director, responsible for a variety of high level administrative assignments including the development of programs, directives and policies affecting the entire agency; and performs related work as required.

EXAMPLES OF DUTIES: Plans, organizes and directs the functions of a major division within a large state agency; develops and implements policies and procedures and data processing applications to administrative functions; directs the work of professional accounting, auditing and purchasing personnel as well as staff engaged in property accounting, warehousing, federal aid administration and adjustment and claims; plans and directs the editorial, production, circulation, distribution and administrative functions in the Arizona Highways Magazine; develops marketing programs for the magazine and its related by-products; serves as the Department of Transportation Director's special assistant and representative to the agency's assistant directors, Governor's office, Transportation Board and the Legislature, coordinating the department's legislative program, speaking before public groups on a variety of transportation subjects; and prepares administrative reports.

KNOWLEDGE, ABILITIES AND SKILLS:

Knowledge of:  the principles and practices of effective administration with particular attention to planning, organizing and directing comprehensive administrative services; the processes and functions of magazine production.

Skill/Ability to: effectively direct large, centralized administrative services; resolve complex problems in the area of assignment and to establish and maintain effective relationships with those contacted in the course of work.

SPECIAL SELECTION FACTORS:

Four years managerial experience in one or more of the functions related to the duties of this class; a Master's degree in business or public administration from an accredited college or university may substitute for one year of the required experience.

