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KENDALL COUNTY CLASS SPECIFICATION 

 

ADMINISTRATIVE SPECIALIST II 

 
 

GENERAL SUMMARY 

Under limited supervision of the department head, the purpose of the position is to 

perform administrative duties for the assigned Kendall County department.  Employees 

in this classification coordinate various departmental programs through scheduling, 

training, managing and monitoring or are responsible for office management of a 

medium or large County department. 

EXAMPLES OF ESSENTIAL FUNCTIONS 

Duties may include but are not limited to the following: 

Coordinates County departments and programs to include scheduling, training, 

managing, and monitoring of office or program to ensure appropriate operation and 

implements improvements and alerts supervisor to problems. 

Acts as main contact for the department in regards to customer questions. 

Monitors departmental expenditures by ensuring funds availability and prepares 

requisitions. 

Maintains various records for the department. 

Conducts research and prepares data for special projects, reports, and publications. 

Prepares and processes various reports for the assigned department which may include 

case reports, fiscal and statistical reports, year-end reports, etc. 

Assists the manager or director of the department or program with budget preparation 

including providing input, researching previous expenditures, and gathering and 

compiling of data. 

Conducts program billings and collects fees; reconciles financial reports. 

Screens and independently handles calls and greets visitors; provides prompt and 

courteous assistance; maintains and documents customer complaints and forwards to 

supervisor. 
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Performs a variety of office tasks including answering the telephone and taking 

messages, making copies, scheduling appointments, maintaining the filing system, 

ordering office supplies, and preparing new folders. 

Sorts and routes mail, stuffs envelopes, and prepares postage. 

EXPERIENCE AND TRAINING 

High school diploma or GED; supplemented by five years of previous experience or 

training that includes office management. 

LICENSES AND CERTIFICATIONS 

No licenses or certifications are required for this position. 

KNOWLEDGE, SKILLS AND ABILITIES 

Knowledge of: 

 Modern office procedures and equipment. 

 Computer equipment. 

 Correct English usage and grammar. 

Ability to: 

 Utilize various advisory and design data and information such as budgets, reports, 

documents and files. 

 Communicate verbally and in writing so as to allow comprehension by receiving 

party. 

 Understand and exchange information with supervisors and co-workers when 

receiving assignments and instructions. 

 Communicate and interact with the general public, departmental customers and 

various County personnel. 

 Follow safe work practices including workplace safety policies and procedures. 

 Walk, stand, and sit. 

 Exert light physical work in an office environment in a mainly sedentary position. 

 

Kendall County is an Equal Opportunity Employer and maintains compliance with the 

Americans with Disabilities Act by providing reasonable accommodations to qualified 

individuals and employees with disabilities. 


