
Executive Support Specialist - Level 1


Suggested Development Plan
Essential Functions




Developmental Plan
	General Category
	Specific Function
	Recommended Courses

[indicates take if needed]

	1.General and specialized administrative support and duties
	Compiles information

Prepares reports

Drafts original and routine correspondence

Plans and coordinates complex meetings and events

Makes detailed travel arrangements and itineraries

Coordinates and maintains calendar and schedules and resolves scheduling conflicts

Directs the preparation of records such as agendas, notices, and minutes

Prepares and monitors staffing correspondence and class schedules
	PC930, PC931, PC9321
PC905, PC906, PC9072

MG510

OM150

PC965

[HR410], HR295, HR420

	2. Communication
	Retrieves and disseminates information to a wide variety of internal and external stake holders

Exercises discretion concerning highly sensitive and confidential information, disclosure of which would likely result in major disruption of operations and or internal or external groups or the general public
	HR600, HR910, HR920, MG120, MR200


1These are the Introduction, Intermediate, and Advanced series for Excel; take the course or courses that are necessary

2These are the Introduction, Intermediate, and Advanced series for Word, take the course or courses that are necessary
	3. Financial activities
	Responsible for monetary expenditures at department or work group level

Prepare and monitor the budget, payroll, travel expense vouchers and invoices, contractual agreements, cash and bank deposits, time logs, work orders, and supplies
	CT200, CT201
CT250, CT300, OM100, OM130

	4. Customer/stakeholder focus
	Interacts with University officials and special interest groups and maintains positive relationships throughout the University

Assists with alumni donor relations through fund raisers, activities, and stewardship functions

Exercises discretion concerning highly sensitive and confidential information, disclosure of which would likely result in major disruption of operations and or internal or external groups or the general public
	HR560, OM460, TW100, TW200


Course Code Explanation

Code




Title

CT200

Intro to Banner Admin: The Internet Native Banner Financial System

CT201

Introduction to Self-Service Banner Financial System

CT210 
Intro to Research Accounting Banner Financial System

CT250

Reading Budget Balances in Banner

CT300

The Banner Human Resource System:  Personnel & Payroll

CT500 
Procurement and Payment Services Banner Boost_________________

HR295

Writing in Organizations

HR410

Basic Language and Writing Skills


HR420

Drafting, Editing, and Revising

HR560

Interpersonal Communication Skills

HR600

Communicating with Difficult People

HR910

Making Oral Presentations

HR920

Effective Listening__________________________________________ 
LG100-LG280
The Legal Foundations of Supervising University Employees

LO101

Lean Office________________________________________________                              

MG120
Professional Ethics

MG180
How to Interview

MG280
The Search Committee Process

MG510
Meeting Skills

MR200

Media Relations for Academic Professionals______________________

OA100

University Student Employment Services

OA110

The Student Employee Supervisors’ Workshop

OA200

How to Hire a Foreign National_________________________________

OM100
General Funds Management, Financial Reporting, and Budget Operations

OM120
Payroll and Benefits

OM130
Student Financial Services

OM150
Procurement and Payment Services

OM180
Contracts and Grants - Accounting

OM200
Contracts and Grants – Administration

OM220
Property Control

OM240
Student Development and Support

0M260

Human Resources - Employment

OM280
Human Resources - Compensation

OM300
Human Resources - Employee Relations

OM320
Human Resources - Performance Development

OM340
Human Resources - Leave

OM380
Facilities Management

OM400
Telecommunications

OM460
University Information and Procedures_________________________

PC905, 906, 907
Introduction to Word, Word Intermediate, and Word Advance

PC920, 921, 922
Introduction to Access, Access Intermediate, and Access Advanced

PC930, 931, 932
Introduction to Excel, Excel Intermediate, Excel Advanced

PC965

Groupwise 7: Calendar, Scheduling and Advanced Features________

TW100

Building and Sustaining a Service Culture

TW200

Effective Telephone Communication Skills


