
JOB DESCRIPTION

POSITION TITLE

Academic Administrative Assistant



REPORTS TO:

Chairs of Art/Art History and Dance Departments

PRIMARY FUNCTION: 
Provide office support to faculty, staff and students within the Art/Art History and Dance departments.

AREAS OF RESPONSIBILITY:


1. 
Provide professional interactions with the public, St. Olaf students, faculty and staff.  Provide leadership for and management of the Art and Dance office: answer telephone, set up and maintain file systems, purchase office supplies, distribute mail, maintain office equipment, manage space usage and room reservation system for Dittmann Center.  Manage key and locker check-out systems.  Schedule buses for field trips.  Assist faculty and staff and students with computer-related issues.  Maintain department websites and assist with reception planning and coordination with Bon Appetit.
2. Budgets and credit cards: monitor departmental budgets, collect credit card statements from 22 credit card users in the departments and enter data into Wells Fargo online.  Collect / charge student course fees.
3. Assist the Department Chairs: prepare and distribute departmental correspondence, maintain websites, take minutes at departmental meetings, assist with recruitment process and tenure reviews, assist with coordination of class and lab schedules.
4.Manage department public relations materials: create posters, programs and web advertising for dance productions.  Create brochures, hand outs, etc. for prospective students.  Manage the electronic files for the hallway digital screen.
5.Communicate with Public Safety and students regarding Dittmann building schedules during college breaks.
6. Supervises student workers in the art and dance office.  Hire models for the figure drawing class.  Collect and monitors student timesheets and other forms related to student work.
SUPERVISORY RESPONSIBILITIES: 
Oversee approximately 8 student workers in the art and dance main office.  Supervise, hire, train, approve timesheets, assign work, and quality-check work as necessary.

CONTACTS:
Faculty, students, staff, administration, college guests, parents, vendors, the general public.
EDUCATION: 
Essential:
High School


Desirable:
Bachelors Degree

EXPERIENCE:
Essential:
At least 1 year of office experience.


Desirable:
At least 1 year of office experience with a background in art or art history.

KNOWLEDGE, SKILLS, ABILITIES:

Excellent interpersonal, problem solving and organization skills.  Proficient keyboarding skills and experience using Microsoft Word, Excel, Photoshop and Dreamweaver.  Ability to pay close attention to detail.  Ability to prioritize and manage work-load and work in a lively environment with frequent interruptions.

PHYSICAL DEMANDS:
none 

WORKING ENVIRONMENT:
Office environment with frequent interruptions.

WORK SCHEDULE:
FTE:
.83



Term:
August 15 – June 15


Shift: 
8 am – 5 pm

APPROVAL:                                                Gwen Daniels
DATE:




May 13, 2009

