POSTED 
September 2024
JOB ANNOUNCEMENT

The following position is available with the Oklahoma Department of Career and Technology Education.  
ADMINISTRATIVE ASSISTANT II
Accreditation

Develop and disseminate information that advances the career and technology [image: image1.jpg]


education system's ability to make effective decisions, establish strategic direction, while supporting the major processes of accreditation.

Position based in Stillwater, OK. Statewide travel (some overnight) required to hotel and meeting sites and some overtime and weekend work.
This position requires the ability to handle many projects and/or tasks simultaneously.  It requires a person to be detail-oriented and, at the same time, be able to comprehend the “big picture.” This position requires adaptability, flexibility, and ability to work with diverse groups.

EDUCATION AND EXPERIENCE:  

REQUIRED:

· High school diploma or equivalency
· One-year related experience or an equivalent combination of education and experience

 PREFERRED:

· Knowledge of Microsoft Office Suite, including Adobe software
ESSENTIAL DUTIES AND RESPONSIBILITIES:
· Purchase supplies, conference materials, etc. Maintain appropriate purchasing [image: image2.jpg]


records.
· Support the preparation and delivery of products related to contracts, Form 3 's, and other financial processes. 
· Prepare travel and P-Card process for assigned divisions.

· Prepare conference/workshop preparations, including but not limited to; logistics, registrations, materials, food and beverage arrangements, communication, supplies, audio/visual needs, and required paperwork.

· Assist in the maintenance and updating of division website and learning management system (LMS), ensuring that content is current and accurate. 

· Provide technical assistance to team members as requested to assist with accomplishing goals and objectives of the Accreditation division.

· Resolve project-related problems and make recommendations for solutions. 

· Work on multiple projects simultaneously to meet a variety of requirements and deadlines.

Salary/Benefits: $34,576.30 - $38,273.32 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 $47,004.71 - $50,980.00.   

Position posted for a minimum of 10 calendar days or until position is filled.   

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. 

Email: applicant@careertech.ok.gov.  

EEO employer. 
