
 

                                                                                                              1 

University of Texas at El Paso 
Job Description 

 
Job Code: 9019 
Job Title:  Administrative Assistant II 
Department:  Job may be available in different departments/divisions 
Reports To:  In accordance with specific departmental policies 
FLSA:   Non-Exempt 
Prepared by:  Human Resource Services 
Creation/Revision: December 14, 2010 
 
Summary:  Under the limited supervision Assistant Vice President (AVP) of the University, this position provides personal clerical and 
administrative services and assistance, of moderate complexity, requiring the use of judgment and discretion on a periodic basis.  
Keeps official records and executes administrative policies determined by or in conjunction with other officials. 
 
Note:  The primary accountabilities below are intended to describe the general content of and requirements of this position and are not 
intended to be an exhaustive statement of duties.  Incumbents may perform all or some of the primary accountabilities listed below.  
Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the incumbents’ 
immediate supervisor or manager.  This position is security-sensitive and subject to Texas Education Code §51.215, which authorizes 
the employer to obtain criminal history record information. Must possess a valid driver’s license issued by the State where the applicant 
resides and must be insurable as defined in the UT System BPM 16-05-02, as applicable to the performance of essential duties and 
responsibilities of the position. 
 
Statement of Duties and Responsibilities:  
 
Provides clerical and administrative support for Assistant Vice President for Alumni and Constituent Relations and departmental  staff, 
including initiating, drafting, and proofreading correspondence, preparing letters or memorandums, hiring requests, and purchase 
requisitions; compiles, generates and distributes reports, as needed or requested; files correspondence and other records; responds to 
correspondence independently when possible; routes priority mail to AVP. 
 
Supervises the workflow of the student assistants, assigns duties, and prepares timecards for payroll run; supervises various office 
management functions, including scheduling and preparing staff departmental meetings, ordering and monitoring inventory and office 
supplies, and coordinating facilities and mail service activities. 
 
Acts as a liaison for management by effectively interacting with faculty and campus personnel. Serves as a human resources liaison by 
processing personnel action paperwork in conjunction with established organizational policies and procedures.   
 
Maintains attendance reports for classified and A&P personnel; maintains personnel training files and tracks new and current personnel 
training; acts as custodian of university documents and records. 
 
May perform reception activities, which include meeting and greeting visitors or customers, answering telephones, giving general 
information, or routing incoming calls to the appropriate personnel.   
 
Maintains a high degree of confidentiality on all sensitive information this position is privy to; manages Assistant Vice President (AVP) 
for Alumni and Constituent Relations calendar and independently schedules appointments. 
 
Processes new appointments or changes in appointments via automated systems; processes requisitions, purchase orders, payment 
vouchers for training or education reimbursements. Posts all BIS activity in Quickbooks for financial record management.  
 
Tracks work orders and inputs employment data; tracks and ensures employment evaluations satisfy deadlines. 
  
Outlines and explains university procedures and policies to supervisory workers, and monitors compliance; assists with budget 
preparation; creates and maintains database and spreadsheet files. 
 
Arranges facility and caterer requests for programs, events, conferences, trainings, and meetings which are sponsored by the Alumni 
Association or Alumni Relations Office within approved budget.   Arranges complex and detailed travel plans and itineraries, compiles 
documents for travel-related meetings. 
 
Knowledge of all Microsoft Office software and able to learn and use institutional software systems. 
 
Complies with all State and University policies. 
 
Other duties may be assigned. 
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Supervisory Responsibilities: No supervisory responsibilities.  
 
Qualifications: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions. 
 
 Minimum Education required: Associate's degree or equivalent from two-year college or technical school within area of 

assigned responsibility. 
 
 Minimum Experience required: Five years related experience to the statement of duties and responsibilities; or equivalent 

combination of education and experience. 
  
 
Physical Demands: The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is occasionally required to stand; walk; sit; use hands to feel; reach with hands 
and arms; and talk or hear. The employee must occasionally lift and move up to 10 pounds. Specific vision abilities required by this job 
include close vision, color vision and ability to adjust focus. 
 
Work Environment: The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions.   
 
The noise level in the work environment is usually moderate. 
 


