
ADMINISTRATIVE ASSISTANT III 
Licensing and Examination 

TEXAS OPTOMETRY BOARD 
       

Salary Group A13        Class No. 0154 
 
GENERAL DESCRIPTION 
Performs complex and routine administrative support or technical program assistance 
work.  Work involves assisting in the support and execution of the Examination and Licens-
ing Program.  Work is performed under general supervision with some moderate latitude 
for independent judgment.  Develops, maintains, and coordinates record keeping and confi-
dential files systems.  Responds to written and verbal phone inquiries from licensees, appli-
cants and the general public.  Assists in assembling and organizing statistics and infor-
mation for reports. 
 
EXAMPLES OF WORK PERFORMED 

Technical Program Assistance: 
 Performs complex technical assistance work for an agency program 

1) Coordinates and maintains records of applicants for licensure, including log of 
work progress 

2) Researches and prepares formal verifications/certifications regarding licensee edu-
cation and status for credentialing purposes 

3) Issues licenses and certificates 
4) Composes detailed correspondence for applicants and licensees involving merged 

files and specific forms 
5) Examines records of licensees for compliance with law and rules 
6) Assists with the licensure renewal program 
7) Develops, coordinates and maintains record keeping and file systems, some of 

which may be confidential 
8) Enters data in comprehensive database 
9) Extracts reports from database 

 
Administrative Support: 
 Assists in preparing monthly and annual reports; performs mathematical computa-

tions, and assists with statistical reports. 
 Prepares, interprets, and disseminates information on the agency’s programs and pro-

cedures 
 Responds to verbal and written routine and non-routine inquiries regarding rules, 

regulations, policies and procedures and provides assistance to the licensees and gen-
eral public 

 Responsible for general office duties, including answering telephone, and routing calls 
 Performs complex typing and/or word processing 
 May evaluate work methods and make suggestions to improve procedures and job effi-

ciency 
 Prepares and edit general correspondence, letters, memoranda and reports 
 Performs related work as assigned 

 



GENERAL QUALIFICATIONS 
Education:  Minimum of an associate’s degree from an accredited institution. Graduation 
from an accredited four-year college or university generally preferred.  Prefer major course 
work in one or more of the following areas: business, public administration, criminal justice, 
or information systems.  Experience may be substituted for the required education on a 
year-for-year basis. 
 
Experience and Training:  Three years of progressive technical and administrative experi-
ence in related field including experience using a personal computer in word processing.  
Experience in State government and/or licensing program preferred. 
 
KNOWLEDGE, SKILLS AND ABILITIES 
 Thorough knowledge of agency services and accepted business practices and procedures 

involved in providing services 
 Ability to plan, coordinate and handle technical support services  
 Ability to meet deadlines 
 Excellent communication skills, both written and oral 
 Ability to establish and maintain effective working relationships with superiors, co-

workers and subordinates 
 Thorough knowledge of personal computers, including word processing program and da-

ta entry into database 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


