SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 08/11/17 CLCSI NG DATE: 08/18/17 (4:30 PM
SCDC | NTERNAL TI TLE: ADM N COORD | - TA SCDC POSI TI ON #: 014020

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0830 AM - 0430 PM
LOCATI ON:  TRAI NI NG, COLUMBI A ( RI CHLAND)

STATE JOB TI TLE: ADM NI STRATI VE COORD | STATE JOB CLASS: AH10

PAY BAND/ LEVEL: 05 A

BAND: 05 SPECI AL | NCENTI VE: NO

H RI NG SALARY RANGE: $ 032838 - $ 042420 SCEI'S POSITION #: 61016928

M NI MUM AND ADDI TI ONAL REQUI REMENTS:

A HI GH SCHOCL DI PLOVA AND RELEVANT EXPERI ENCE | N BUSI NESS
MANAGEMENT, PUBLI C ADM NI STRATI ON, OR ADM NI STRATI VE

SERVI CES OR A BACHELOR S DEGREE MAY BE SUBSTI TUTED FOR

THE REQUI RED WWORK EXPERI ENCE.

(OR AN ACCEPTABLE EQUI VALENCY AS APPROVED BY THE DI VI SI ON OF STATE
HUMAN RESOURCES). BACHELOR S DEGREE AND TWO (2) YEARS EXPERI ENCE | N
BUSI NESS MANAGEMENT, PUBLI C ADM NI STRATI ON OR ADM NI STRATI VE SERVI CES;
OR AN ASSCCI ATE' S DEGREE AND FOUR (4) YEARS EXPERI ENCE | N BUSI NESS
MANAGEMENT, PUBLI C ADM NI STRATI ON OR ADM NI STRATI VE SERVI CES; OR A
H GH SCHOOL DI PLOVA AND SI X (6) YEARS EXPERI ENCE | N BUSI NESS
MANAGEMENT, PUBLI C ADM NI STRATI ON OR ADM NI STRATI VE SERVI CES.

DESCRI PTI ON OF DUTI ES:

UNDER LI M TED SUPERVI SION THI S PCSI TI ON | S RESPONSI BLE FOR PROCUREMENT
AND VARI QUS ASPECTS OF FI NANCI AL ACCOUNTI NG FOR THE TRAI NI NG ACADEMY
TO I NCLUDE: OBTAI NI NG QUOTES, REQUI SI TI ONI NG, ENTERI NG PURCHASE
REQUESTS, RECEVI NG AND RECONCI LI NG OF PURCHASES. MANAG NG MEAL TI CKET
DI STRI BUTI ON AND REPCORTI NG PETTY CASH DI STRI BUTI ON AND SPECI AL FUNDS
ACCOUNTS. ORDERI NG AND | NVENTORY OF OFFI CE AND MAI NTENANCE SUPPLI ES.
TH'S PCSI TI ON SERVES AS HUVAN RESOURCE LI Al SON FOR THE DI VI SI ON.
RESPONSI BLE FOR ENTRY OF L & A INTO THE SCEI S SYSTEM PAYROLL DI STRI B
TO ACADEMY STAFF AND | N- HOUSE STUDENTS, MAINT HR FI LES, REPORTS, ETC.
ASSI STS ACADEMY STAFF W TH HR | SSUES. SERVES AS BACKUP TO ADM N STAFF
MEMBERS. RESUME MUST BE SUBM TTED | N ORDER TO BE CONSI DERED FOR THI S
PCSI TI ON.
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