
Job 16037: Administrative Assistant II
Under general supervision, performs the tasks of an Administrative Assistant I (Entry Level) and a broad range of clerical and administrative tasks. Establishes and maintains filing 
systems. May prepare response to routine correspondence for Supervisor's signature following established procedure. Demonstrates proficiency with standard office equipment. 
Prepares routine and special reports and presentations. May involve some project work. Also see the Business Support Matrix.
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47,29943,08438,47134,50039,25240,7371,174151Total Responses 102 33,96832,115 49,098 22 72 1,507 20 5.7%
-2

-1Geographic Location-Industry 
48,59944,00039,52035,51640,36542,31379482Denver/Boulder 55 34,41433,096 49,902 15 44 1,826 12 7.3%
56,49447,10244,87937,05043,72844,637168Den/Bldr: Manufacturing 4 35,16034,757 51,238 3 5 1,891 5 5.8%
53,27948,44343,09837,50243,48741,99828451Den/Bldr: Non-Manufacturing 28 33,76234,154 50,201 11 37 1,825 7 7.6%
53,35448,42843,21237,45643,50042,35630059Den/Bldr: All Industry W/O Government 32 33,93734,303 50,330 14 42 1,897 12 7.3%
44,41141,65037,90234,61538,51342,20249423Den/Bldr: Government 23 35,07932,998 49,306 1 2 - 0 -

42,19937,74233,55032,11534,82237,79916520Northern Colorado 12 33,46328,558 46,987 2 20 - 3 3.4%
-43,02938,48133,73837,73937,81693NC: Manufacturing 2 -- - 1 1 - 1 -

40,62535,91930,63827,08732,23237,284648NC: Non-Manufacturing 4 32,20826,313 46,078 1 19 - 2 -
41,38738,38232,22828,44433,52737,4297311NC: All Industry W/O Government 6 33,07726,745 47,685 2 20 - 3 3.4%
43,70237,72734,37732,51035,79038,252929NC: Government 6 33,84832,115 46,289 0 0 0 -

45,94742,12037,46532,90637,58037,89911223Southern Colorado 15 32,51727,719 48,720 2 3 - 5 5.4%
------11SC: Manufacturing 1 -- - 0 0 0 -

45,94740,80133,33829,43735,22036,7314815SC: Non-Manufacturing 8 31,11927,186 48,795 2 3 - 5 5.4%
45,94741,40033,39729,50535,35937,0604916SC: All Industry W/O Government 9 31,01627,186 48,405 2 3 - 5 5.4%
50,22743,06841,28834,85940,16839,817637SC: Government 6 34,76833,550 49,193 0 0 0 -

47,29943,08438,47034,32039,23040,7781,071125All Front Range 82 33,92832,115 49,259 19 67 1,524 20 5.7%
48,16241,48037,23234,97538,50837,9594412Western Slope 9 30,99532,791 44,923 2 4 - 0 -

48,00643,16039,22936,07240,20442,7495914Resort Areas 11 36,70133,280 51,309 1 1 - 0 -
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