
 

Position: Administrative Assistant IV Position Number: 

Department/Site: Information and Technology Resources FLSA: Non-

 Director, or other administrator in 
assigned area 

Salary Range : 32  

 

DESCRIPTION:  

Under limited supervision, provide highly professional administrative assistance to the Vice 
President of Information and Technology Resources, or assigned area administrator, including 
typing, filing, creating reports, creating and maintaining records relating to budgets, personnel, 
and assignments; and perform specialized administrative duties including information 
technology support services



REPRESENTATIVE DUTIES: 

• Performs complex 



• 




