LABOR CATEGORY INFORMATION SHEET
	Labor Category
	SCA Category

	MANAGER, ADMINISTRATIVE 
	NO

	GENERAL DUTIES OR EXPERIENCE:

	Administrative managers coordinate and support services to organizations.  These workers manage the services that allow organizations to operate efficiently, such as secretarial and reception, administration, payroll, conference planning and travel, information and data processing, mail, materials scheduling and distribution, printing and reproduction, records management, telecommunications management, security, parking, and personal property procurement, supply, and disposal.  They also implement procedures to improve productivity and customer service.  In addition, some administrative services managers acquire, distribute, and store supplies, while others dispose of surplus property or oversee the disposal of unclaimed property. They are responsible for coordinating the physical workplace with the people and work of an organization.  

	ADDITIONAL REQUIREMENTS

	None

	Level
	eCraft Title
	eCraft Code

	I
	MANAGER, ADMINISTRATIVE I
	MANA1

	Typical Education:

	Associate degree in any field.

	Typical Experience:

	2 years general experience in the field of management or operations of an enterprise.

	Additional Guidelines:

	None

	Level
	eCraft Title
	eCraft Code

	II
	MANAGER, ADMINISTRATIVE II
	MANA2

	Typical Education:

	Bachelor's level degree in Accounting, Finance, Economics or Business Administration.

	Typical Experience:

	3 years of professional experience.

	Additional Guidelines:

	None

	Level
	eCraft Title
	eCraft Code

	III
	MANAGER, ADMINISTRATIVE III
	MANA3

	Typical Education:

	Bachelor's level degree in Accounting, Finance, Economics or Business Administration.

	Typical Experience:

	7 years of professional experience.

	Additional Guidelines:

	None

	Level
	eCraft Title
	eCraft Code

	IV
	MANAGER, ADMINISTRATIVE IV
	MANA4

	Typical Education:

	Master's level degree in Accounting, Finance, Economics or Business Administration.

	Typical Experience:

	10 years of professional experience.

	Additional Guidelines:

	None


