
Job Description

POSITION TITLE:

Administrative Assistant

REPORTS TO:
Dean of Community Life and Diversity, Affirmative Action Officer

PRIMARY FUNCTION:

The Administrative Assistant provides secretarial support to the Dean and assists in the administration of the office of Community Life and Diversity (CL&D).  Maintains confidentiality in all transactions and interactions on behalf of the Dean and the department.  Collaborates with and assists, as needed, the Administrative Assistant in the office of Multicultural Affairs and Community Outreach (MACO) and the Buntrock Commons Director and staff.

AREAS OF RESPONSIBILITY:

1. Responds to all incoming telephone calls, faxes, and personal contacts that are seeking assistance, information, and collaboration.  Makes referrals to the Dean of CL&D or others as appropriate.  Reviews incoming mail and takes action as needed; prepares materials for outgoing mail, FedEx, UPS, DHL, and RoadRunner.  

2. Composes and types letters, memos, e-mails, purchase orders, check requests, reimbursements, transfers, budget reports, and quarterly board reports.  Prepares lay-out and content of announcements for diversity and celebration events.

3. Schedules and maintains an accurate and current calendar for the Dean.  Develops and maintains a variety of databases for the Dean and the department.  Maintains CL&D’s web pages.  Develops and maintains an accurate and updated filing system for the CL&D office.

4. Contacts speakers and entertainers; completes contracts; coordinates room assignments, seating and equipment arrangements; orders food, beverages, and floral arrangements; coordinates transportation/travel requests, honoraria, publicity.  Oversees and/or participates in the development and completion of special projects and community events.

5. Provides support to a variety of committees on behalf of the Dean; prepares materials for distribution; records minutes of meetings and provides follow-up as needed.

6. Oversees and monitors all budget transactions; responsible for identifying, assisting with or purchasing office supplies and educational materials.  On behalf of the Dean, edits and proofreads grant manuscripts, and assists in the preparation of grant budgets.

7. Assists the Director of Buntrock Commons with all aspects of the Diversity Awareness Program and other programs, as needed.

8. Assists in related areas as needed or requested by the Dean.

SUPERVISORY RESPONSIBILITY: 
Hires and oversees hourly student employees; provides training and coaching as needed; monitors hours and quality of work; audits and submits time sheets.

CONTACTS:
Regular interaction with students, faculty, and staff as well as members of the external community.

EDUCATION: 
Essential:
High School Diploma with professional secretarial training.


Desirable:
 na

EXPERIENCE:
Essential:
7 – 10 years of related experience


Desirable:
Experience in higher education.

KNOWLEDGE, SKILLS, AND ABILITIES:

Typing and computers skills, including Microsoft Office (Word, Excel, Access, and Publisher); 10-key calculator; Netscape; conducting web searches; knowledge of office management principles, procedures, and policies; database management skills, including gathering data, translating the significance of the data, and preparing useful reports.

Ability to proofread and edit written materials, many of which are technical and/or confidential in nature; effective oral and written interpersonal and communication skills.

Ability to interact effectively and positively with a diverse community and various constituencies, which includes students, faculty, staff, and members of the external community.

Self-starter who works independently with minimal direction; ability to make critical decisions.

Strong organizational skills, attention to detail, and ability to multi-task while meeting deadlines.

Knowledge of budget management, fiscal reporting, expenditure control, and documentation for audit purposes.

Project management skills, including coordinating and organizing meetings, retreats, and special events.

PHYSICAL DEMANDS:
None

WORKING ENVIRONMENT: 

Normal office environment.
WORK SCHEDULE:
FTE:
.83 



Term:
10 Months, August 1 – May 31



Shift: 
Campus office hours


Occasional evening hours for event attendance. 
APPROVAL:

Eida Berrio, Ed.D., Dean of Community Life and Diversity, and Affirmative Action Officer

DATE:



April, 2004
