PLEASE CIRCULATE

November 17, 2014
JOB ANNOUNCEMENT

The following position is available with the Oklahoma Department of Career and Technology Education.   
ADMINISTRATIVE ASSISTANT II
Trade and Industrial Education
Assist the Oklahoma SkillsUSA Director and support the Trade and Industrial (T&I) Education Division by managing the secretarial work duties; ensure the office is run in an accurate and efficient manner; ensure SkillsUSA and T&I office deadlines are met. The position requires a continuous improvement philosophy as well as the ability to interpret data to discover improvement opportunities.
Requires a high school diploma or GED. Requires 3-4 years related experience or an equivalent combination of education and experience.
Duties/Essential Functions:

· Perform all duties required to conduct pre and post conference activity for Oklahoma SkillsUSA. Managing registration, contest scoring/results and other duties as needed.

· Responsible for maintaining the center of operations at the SkillsUSA State Conference(s).

· Support and/or assist with other conferences, activities and initiatives that pertain to T&I Education Division, such as teacher professional development, Aerospace Education & Industry Partners Day, and Summer Conference.  

· Maintain and manage accurate teacher files (physical and electronic).

· Maintain accurate data/records for SkillsUSA. 

· Apply a customer service attitude while meeting internal/external customer needs: answer phones, maintain files, screen incoming calls, preparation of correspondence and reports, process mail, order supplies, etc. 

· Prepare materials and make travel arrangements for meetings, conferences and in-service as needed.

· Responsible for the SkillsUSA web site and home page maintenance.

· Provide assistance to the State Program Administrator, T&I Program Specialists, and assume leadership role in office operations. 

· Follow agency operational procedures and apply continuous improvement strategies by being able to identify and act on opportunities for process improvement.
Location:  Stillwater  OK   
Salary/Benefits: $29,576 - $33,273 or commensurate with education or experience. Health, dental, life and disability insurance; flexible benefits plan; teacher’s retirement; vacation/sick leave; paid holidays; employee assistance program; and flex-time options. Total salary and benefits package valued at $40,095 - $44,071.
Resumes will be accepted until 4:30p.m., Dec 1, 2014, or until a sufficient applicant pool is established.  Send cover letter, including job title, and resume to: Mail: Oklahoma Department of Career and Technology Education, Attn: Marie, 1500 West Seventh Ave., Stillwater, OK  74074; Fax: 405/743-5186; 

E-mail: applicant@careertech.ok.gov  Full job description can be accessed at http://www.okcareertech.org/about/employment  EEO Employer. 
   

