ADMINISTRATIVE SUPPORT TOOLBOX SERIES
Facilitated by UTSA HR Training & Development

Objective:
To provide administrative professionals at UTSA familiarity with job responsibilities - FUNCTIONS, SERVICES, RESOURCES - and to provide information and opportunities that contribute to success on the job

General Information:
· Series of 5 courses plus an orientation course
· Specifically for administrative professionals at all levels throughout UTSA
· Main idea is to provide information about Functions, Services and Resources in five areas: Financial Processing, Communications, Supervision, Academic/Student Processing, and Human Resources Processing
· Key resource people from departments make 15 min. presentations


Orientation (SD228)
2 ½ hrs., optional course
Role of administrative professional at UTSA, resources to be successful on the job


Note:
Each of the following 5 courses is 3 ½ hrs. Participants complete all 5 courses to earn the Certificate of Completion and gift presented at a special event hosted by Training & Development the 4th Wednesday in April during National Administrative Professionals Week. Courses are offered twice a year on a rotating basis. Participants may take classes in any order at any time.

Financial Processing (SD239)

Accounting, Disbursements/Travel, Budget, Grant Management, Payroll, Fiscal Services, Budget, Purchasing and Inventory


Communications, Marketing & Creative Services (SD238)

External Relations, Communications, Public Affairs, Creative Services & Marketing, Publications, Web & Multimedia Services
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Supervision (SD241)

Supervisory Functions, Leadership vs. Management, Emotional Intelligence, Keirsey Temperament Sorter, Situational Leadership, Coaching



Academic & Student Processing (SD245)

Prior to being admitted as a student at UTSA:
Admissions, Recruitment, Application, International Programs
Once Admitted:
Financial Aid, Scholarships, Enrollment Services, Orientation and Family Programs, Academic Advising, University College
During tenure as a student at UTSA:
Academic Affairs, Colleges, Registrar, Student Life, Student Services, Athletics



Human Resources Processing (SD240)

Compensation,  Employment, Day O.N.E., International Programs Hiring Foreign Nationals, PeopleSoft, Benefits, Training and Development, Employee Relations, Leave, HR Record Management









For more information:
UTSA HR Training & Development
https://MyTraining.utsa.edu
210-458-6641 or 210-458-4658
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