Administrative Assistant / Staff Auditor  
County Audit Division, Ada Branch Office

The State Auditor and Inspector’s Office is looking to fill the vacant position of Administrative Assistant in our Ada Branch Office.  The successful candidate will begin employment as the Administrative Assistant, with the possibility of developing (through in-house training) into a Staff Auditor for the County Audit Division in the future.  

SUMMARY OF DUTIES:  The Administrative Assistant will perform administrative support duties for the Director of the County Audit Division and the Manager of the Ada Branch Office.  Duties may include, but are not limited to:  distributing mail, composing official correspondence for the office, screening telephone calls, reviewing employee timesheets and travel claims, arranging schedules and maintaining calendars, overseeing all aspects of general office coordination, performing general clerical duties such as copying, faxing, mailing, and filing, coordinating office services, maintaining inventory of office equipment and supplies, arranging for the repair and maintenance of office equipment, supporting staff in assigned project-based work, and other duties as assigned by Director or Manager.      

KNOWLEDGE, SKILLS, AND ABILITIES:  Applicants should be computer literate, have good writing, analytical, and problem-solving skills.  They should also have good organizational and coordinating skills, and the ability to communicate effectively.  Applicants should be able to operate standard office equipment, such as computers, telephone systems, calculators, copiers and fax machines.  Applicants should have knowledge of the basic principles and practices of office management and organization.  

KEY COMPETENCIES:  
· Proficient in Microsoft Word and Excel applications
· Attention to detail and accuracy
· Adaptability
· Communication skills – written and verbal
· Basic knowledge of financial statements, ledgers, journals, and computer technology
· Problem assessment and problem solving
· Ability to analyze accounting records and business practices, prepare neat, concise, and relevant audit work-papers, and maintain effective working relationships with other members of the audit team, as well as the audit client.  

The Oklahoma State Auditor and Inspector’s Office offers a competitive salary and excellent state benefits.  If interested, please submit a letter of interest and your resume to cperry@sai.ok.gov by September 2, 2011.   

The Oklahoma State Auditor and Inspector’s Office is committed to our policy to provide equal employment and advancement opportunity without regard to political or religious opinion or affiliation, race, creed, gender, age, color, national origin, or disability.  All qualified applicants are encouraged to apply.  
