
JOB DESCRIPTION 
POSITION TITLE


Academic Administrative Assistant-Biology


REPORTS TO:


Department Chair - Biology

PRIMARY FUNCTION: 


Broad administrative assistance to the Biology department which includes 15-20 Biology faculty, an 

average 100 majors  graduating each year and 1425 students that take biology courses annually.  

AREAS OF RESPONSIBILITY:

1. Assist the Department Chair 

a. with administrative tasks such as confidential correspondence, filing, faculty reviews and reappointments, tenure and promotion, certification of majors, monthly budgets, class and lab schedules and college catalog copy.

b. assist department chair and search committees with all phases of tenure-track and term faculty recruitment and hiring.

c. Help access, manipulate and prepare for presentation Biology Department data needed for departmental and FNSM planning, assessment, and grant writing.

2. Provide general office support:  

a. answering  phone calls, taking messages, and  answering student and visitor questions.

b. Routinely update the Departmental website with input from faculty.  

c. Maintain computerized databases and spreadsheets for monthly budgets, alumni, telephone usage, key check-out, courses taught, enrollments, IR/IS/ Internships, Advanced Placement, student research, Distinction, etc. 

d. Gather information, do layout, typing and distribution of the newsletter, Spring/Fall Bulletins and an annual Alumni newsletter.

e. Process requests for reimbursements from faculty and visiting speakers. 

f. Sell lab manuals and deposit funds. 

g. Maintain departmental bulletin boards  (news, special program announcements,  job, internship  graduate and professional school opportunities). 

h. Assist with preparations and publicity for conferences, seminars, banquets and special occasions sponsored by the department.

i. Support Biology work/study students by preparing and signing time sheets and official documents for Financial Aid Office. 

j. Type correspondence, exams, lab manuals, department minutes, and other documents when requested. 

k. Assist with media preparation (slide scanning, poster printing, overseeing the use of the large format printers) as needed.

3. Do all correspondence and record keeping for Summer Research in the Sciences.

4. Provide support for Biology Department faculty that are the Program Directors for Interdisciplinary Programs  (e.g., Environmental Studies, Biomedical Studies and potentially, Neuroscience and/or Biomolecular Sciences).

5. Assist the Associate Dean for Natural Science and Mathematics as requested and approved by the department chair.

SUPERVISORY RESPONSIBILITIES: 
Share responsibility for departmental student workers by doing all the records/time sheets each month.

CONTACTS:
Biology Department Chair and faculty members within the department, Associate Dean and other members of Faculty of Natural Science and Mathematics, Administrative offices, Bon Appétit, alumni and current students.

EDUCATION: 
Essential:
Minimum of high school education required. 


Desirable:
Post secondary education in related field 

EXPERIENCE:
Essential:
2-4 years of relevant office experience. 


Desirable:
experience working in an academic environment


KNOWLEDGE, SKILLS, ABILITIES:

excellent interpersonal skills; ability to interact effectively with people 

intermediate computer skills including word processing, spreadsheets, data retrieval, database management,, assembling presentations with graphs, images and text, website development 

ability to work with accuracy and maintain confidentiality

must possess good composition skills for letters, memos and other correspondence

ability to meet deadlines, work under pressure and work with frequent interruptions 

must possess good problem-solving and organizational skills

PHYSICAL DEMANDS:
normal office environment, occasional lifting is required.

WORKING ENVIRONMENT:
Normal office environment.

WORK SCHEDULE:
FTE: 
1.0


Term: 
12 months 


Shift:    Campus Office hours 8:00 A.M. to 5:00 P.M. (some flexibility)

APPROVAL:                                                 
Anne Walter

DATE:
June 2005

