**Information has been filled in to serve as an example

Name: Jane Doe
Title: Administrative Assistant II
Time in Current Position: 2 years

	
	Outline of Duties
	Percentage

	I.
	Provides general customer service
	40%

	II.
	Directs phones and walk-in customers, and schedules appointments 
	30%

	III.
	Performs data entry, verifies data and files
	20%

	IV.
	Receives and distributes mail and maintains files
	10%




	I. Provides general customer service


· Provide customers with department information
· Respond to inquiries
· Resolve customer complaints

 
	II. Directs phones and walk-in customers, and schedules appointments 


· Manages front desk phone
· Greets customers
· Maintains schedule for events, activities, and staff


	III. Performs data entry, verifies data and files


· Enters data into spreadsheets
· Examines documents for errors and ensures accuracy
· Maintains files

 
	IV. Types letters, memorandums, reports


· Creates reports
· Types meeting minutes
· Creates and sends memos to department staff
______________________________________________________________________________
*Please make the above information specific to your job. You can add as many parts and subparts as needed to provide an accurate description of your job duties. After you have completed this form, please submit to the Human Resources Classification Specialists. A specialist will contact you to schedule a Desk Audit after they have received and reviewed your submission.
