OSI – Project Management Office
Project Roles and Responsibilities

ADMINISTRATIVE SUPPORT (ADMINISTRATIVE ASSISTANT/EXECUTIVE ASSISTANT)
Role(s):

The Administrative Assistant performs administrative tasks to assist the Office of Systems Integration (OSI) Executive Office. Duties include performing confidential and sensitive program issues while exercising a high-level of initiative and independence. 
The Executive Assistant performs similar tasks as the Administrative Assistant, but at the project level. Duties include, but are not limited to, providing support services for office management and support to project staff (both consultant and state). 
Responsibilities:
Administrative Assistant:
· (Provides) office support and office management of the Executive Office.

· (Screens), (prioritizes), and (organizes) incoming and outgoing correspondence and other sensitive documentation. This includes maintaining an OSI correspondence control system.

· (Maintains) internal control processes to screen, prioritize, and organize incoming correspondence (and other sensitive documentation) from control agencies. This includes maintaining a California Department of Social Services (CDSS) automated correspondence control system. 

· (Prepares) original correspondence pertaining to project inquiries, ensuring appropriate Department format and guidelines are followed.

· (Establishes) office procedures to track controlled correspondence and budget documents.

· (Reviews) all documentation received by or leaving the Executive Office.

· (Performs) a liaison role between the OSI’s executive team and the Governor’s Office, legislative staff, stakeholders, other organizations, and county, state, and federal entities.

· (Provides) analytical support as necessary to the OSI executive team and OSI staff.

· (Follows up) on assignments given to the executive office.

· (Maintains) the OSI’s executive team’s calendars.

· (Schedules) executive-level meetings.

· (Prepares) and proofread documents for the signature of an OSI’s executive staffer. 
· (Provides) research for confidential and sensitive departmental and program issues at the executive level. 

· (Provides) OSI staff assistance on confidential and sensitive departmental or project issues. 
· (Assists) the OSI’s executive team with special projects.

· (Researches) administrative issues and develop alternatives and recommendations.

· (Conducts) analysis for appropriate responses on behalf of the OSI’s executive team to inquiries from external entities.

· (Develops) processes to track issues and action items or work with an existing tracking database to monitor and track issue and actions items required by the Executive Office.

· (Provides) office management, supervisory, and other staff and office services. 
· (Manages) and improving upon OSI’s office support processes while providing guidance to office support staff on appropriate office methods. 

· (Coordinates) activities when external organizations are involved.

· (Assists) the OSI Administration or other departments to coordinate schedules, arrange meetings, transfer documents, prepare presentations, work on special projects, participate in special workgroups, etc.

· (Answers) and (directs) Executive Office phone calls and visitor concerns.
· (Makes) travel arrangements and process travel claims. 

· (Maintains) the OSI’s executive team’s travel documents and travel expenses.

· (Maintains) personnel-related concerns for the Executive Office.

· (Schedules) large meetings and reserve locations for project meetings or special 
off-site events.
Executive Assistant:
· (Provides) office support and office management throughout all project phases.
· (Screens), (prioritizes), and (organizes) incoming and outgoing correspondence and other sensitive documentation.
· (Prepares) correspondence pertaining to project inquiries, ensuring appropriate Department format and guidelines are followed.

· (Establishes) office procedures to track and control the project and Project Director’s correspondence.

· (Reviews) documentation received by or leaving the Project Director’s office.

· (Performs) a liaison role between the project and the OSI executive office, Governor’s Office, legislative staff, stakeholders, county, state, and federal entities, and other organizations.

· (Provides) analytical support on assignments given to the project office.

· (Maintains) the Project Director’s calendar and schedule high-level meetings.
· (Authors), (edits), and (proofreads) documents for the Project Director’s signature.  
· (Performs) research on confidential and sensitive project issues.
· (Provides) staff assistance on confidential and sensitive concerns. 
· (Participates) in special projects and workgroups, as assigned.
· (Researches) administrative issues and develop alternatives and recommendations.

· (Conducts) analysis for appropriate responses on behalf of the Project Director or project office to inquiries from external entities.

· (Tracks) issue and action items using a tracking database to monitor, track, respond, and complete tasks required by the Project Director or project office.

· (Provides) office management administrative office services.
· (Manages) administrative processes to provide guidance to office support staff on appropriate office methods. 

· (Coordinates) and (supports) activities when external organizations are involved.

· (Assists) the OSI Administration or other departments to coordinate schedules, arrange meetings, transfer documents, prepare presentations, work on special projects, participate in special workgroups, etc.

· (Answers) and (directs) the Project Director and/or project office phone calls and visitor concerns.
· (Makes) travel arrangements, process travel claims, and maintain the Project Director’s travel documents and travel expense records.

· (Maintains) personnel-related concerns as required.

· (Schedules) large meetings and reserve locations for project meetings or special 
off-site events.
· (Updates) and (distributes) emergency procedures to reflect changes in staff size, location, organization, and home office facilities. 

· (Coordinates) routine updates to the detailed information supporting the Business Continuity Procedures (e.g., contact lists, personnel assignments, hardware and software specifications, network diagrams, vital records management and inventory lists, off-site back-up schedules, etc.). 

· (Coordinates) electronic access to, and hard copy distribution of, the Business Continuity Plans and Procedures.
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