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Arkansas Building Authority is seeking enthusiastic, self-motivated applicants with good communication skills and excellent computer skills to join our team.
Duties:  Researches and analyzes data pertinent to work programs and/or agency/institution goals and objectives. Assists in developing or revising policies, procedures, and directives based on research findings; submits to supervisor for approval. Answer multi-line telephone system.  Direct callers and visitors to appropriate departments for information. Compiles financial information used by supervisor to formulate budget proposals and monitors expenditures to ensure optimum operating efficiency. Prepare, compile and distribute information packets for ABA Council meetings; complete travel vouchers, records and transcribe minutes of meeting. Reviews and answers or prepares correspondence relating to agency/institution programs. Coordinate and track the training request for agency personnel. Process requests for furniture, office supplies, computer issues, and yearly inspection reports. Provide information, assistance, and clarifications to interested parties concerning agency/institution programs, polices, and procedures. Maintain leave records for three departments, appointment calendar, and prioritizing incoming correspondence. Perform other duties as assigned. 
Special Requirements:  Proficient in Excel, Word, Outlook and PowerPoint, and familiar with Access.  Able to sit for long periods of time.  Limited Travel
Minimum Qualifications:  The formal education equivalent of a high school diploma; plus one year of specialized training in business management, business education or related field; plus three years of experience in specialized or related field applicable to work performed. Other job related education and/or experience may be substituted for all or part of these basic requirements upon approval of the Qualifications Review Committee. Additional requirements determined by the agency for recruiting purposes require review and approval by the Office of Personnel Management. OTHER JOB RELATED EDUCATION AND/OR EXPERIENCE MAY BE SUBSTITUTED FOR ALL OR PART OF THESE BASIC REQUIREMENTS, EXCEPT FOR CERTIFICATION OR LICENSURE REQUIREMENTS, UPON APPROVAL OF THE QUALIFICATIONS REVIEW COMMITTEE.
Employment is conditional upon successful passing of a drug test, criminal and driving record check.  A State Application must be completed and submitted to the ABAHR office.  State Application must be completed/submitted to the ABAHR office no later than Monday, May 13, 2013at 4:30 p.m.
Contact Info:  Arkansas Building Authority, 501 Woodlane, Suite 101N, Little Rock, AR 72201.  You may apply by submitting a state application to the ABAHR office or on-line at www.arstatejobs.com .  Applications may be obtained from the HR office 682-5518, or downloaded from the ABA website: www.aba.arkansas.gov. 

“Equal Opportunity Employer”
Admin Specialist III


Director’s Office





Grade C112/ Non Exempt


Monday – Friday 8:00-4:30





$25,268 - $26,824


Deadline to Apply:


May 13, 2013
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