

OSI – PROJECT MANAGEMENT OFFICE
Project Roles and Responsibilities
ADMINISTRATIVE  SUPPORT  STAFF:
Under the general direction of the Administration Manager, the Administrative Support staff is responsible for performing administrative support services activities. Including, but not limited to, performing the functions of human resources (HR) liaison and facilities and/or recycling coordinator.
Responsibilities:
· (Provides) general office support for the Project Office throughout all project phases.
· (Provides) project management support, including attendance reporting, processing travel claims and training requests.
· (Prepares) project reports, meeting agendas and minutes, project communications and letters, and project documents throughout all phases of the project.
· (Reviews) project documents for quality and consistency with project standards and the Office of Systems Integration (OSI) Writing Style Guidelines.
· (Finalizes), (edits), and (proofreads) outgoing documents for quality assurance.
· (Assists) in the maintenance of project documentation and communication templates. 
· (Maintains) project-related reports to assure project reporting obligations are met.
· (Provides) analytical, administrative, and project management support to project staff.
· (Assists) in administering business services, which includes tracking telecommunications equipment, service request, and billing inquiries; purchasing and maintaining copiers, printers, fax machines, and miscellaneous office equipment, purchasing and maintaining office supplies and furniture, and conducting supply inventories.
· (Assists) in updating the project floor plan, organizational chart(s), telephone roster, and project contacts.
· (Schedules) and maintain project managers’ calendars.
· (Prepares) presentation materials and meeting packets.
· (Maintains) conference room, teleconference phone number, calendars and project distribution lists.
· (Processes) incoming/outgoing mail.
· (Answers) and direct phone calls.
· (Greets) visitors and project guests, as needed.
· (Makes) travel arrangements.
· (Performs) OSI security measures to assist with ensuring safety throughout the project office.
· (Maintains) and (tracks) project-related resources, including the check-in and check-out of project equipment, laptops, cell phones, speaker phones, projectors, etc.
· (Assists) with emergency and recycling activities.
· (Assists) with personnel-related activities including the creation of Essential Functions Duty Statements and exemption requests. 
· (Assists) with the recruitment of new hires by the coordination of recruitment activities including: (schedule) interviews, (develop) job announcements, (develop) applicant letters, (screens) candidates, (reviews) official personnel files, and (develops) or (reviews) rating and selection criteria.
· (Coordinates) with OSI HR on organizational activities, (maintains) organization charts, and other personnel-related matters. 
· (Maintains) project level personnel records including confidential and sensitive personnel information. 
· (Maintains) appropriate (unofficial) personnel records (for state, [sometimes user and consultant] staff assigned to project).
· (Coordinates) tasks related to the appointment and separation of employees. 
· (Maintains) the project’s new employee guide, (prepares) the new employee packet, and (provides) new employee orientation. 
· (Creates) personnel-related reports as required.
· (Supports) the project’s Contract Manager with assigned contract administration, as needed.
· (Provides) backup support for maintaining project libraries.
· (Assists) with training project staff on project processes and procedures and Project Office tools (e.g., Worksite and the Management Tracking System II).
· (Acts) as backup to the Attendance Coordinator, when needed.
· (Acts) as backup to the Travel and Training Coordinator, when needed. 
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