
JOB DESCRIPTION

POSITION TITLE


Academic Administrative Assistant



REPORTS TO:


Department Chair, Chemistry

PRIMARY FUNCTION:                      Provide administrative support to Chemistry Department 

AREAS OF RESPONSIBILITY:


1. Manage department office
· First contact person for the chemistry department. 

· Direct office and telephone traffic, respond to inquiries; handle office correspondence; organize, maintain, and update department files and records; post department bulletin boards; supervise student office workers (train, assign work, schedule work, check/monitor work, and evaluate).

· Collect data, calculate statistics, and prepare departmental reports; maintain teaching and student work schedules for each term.  

· Update files on awards, graduate plans, course offerings, etc.; pick up and distribute department mail and Xeroxing from Print Center, order and keep office supply inventory well stocked.  

2. Assist with recruitment procedures
· Correspondence, compiling candidates’ dossier; maintain a database of all applicants, send out letters of acknowledgement and affirmative action information, and also send out letters of rejection; maintain database of colleges that receive job postings, send out letters and job postings to these colleges. 

· Arrange travel and hotel for applicants being interviewed, arrange interview schedule with VP's and faculty search committee, and arrange for meals, seminars, and for meetings with the student search committee.  

· Work with the Associate Dean on these schedules.  Set up meetings with President, Dean and Provost of St. Olaf, and other appropriate persons.

3. Assist students
· Advise students who have routine questions concerning department policies and requirements for the chemistry major; maintain seminar attendance records; manage SOCS (St. Olaf Chemistry Society) department lab manual sales; assist in organizing special events and in publishing of the department newsletter and Christmas letter to Alumni.  

· Turn in time sheets each month for the student workers; assist with the hiring of all student workers, create a database of student workers and send out hire letters, (this is done twice a year).

4. Provide clerical support for department chair and faculty
· Type, edit, and proofread department materials (correspondence, reports, lab manuals), teaching materials.

· Help maintain department web site.

· Make arrangements for seminars (speaker chosen by faculty).

· Develop research material for reports and grants.

· Arrange travel for faculty and students attending conference and for reimbursement. 

· Assist with grade audits; deal with time sensitive material and confidential information; maintain email lists to contact student workers, faculty, special groups, etc.  

5. Provide clerical support for the Health Professions Committee
· Send packets with letters of recommendations to medical colleges, dental schools, pharmacy schools, and veterinary schools, etc. (approx. 400 per year). 

· Keep records of all recommendations sent, maintain a database with the information needed to keep track of letters sent.

· Arrange and coordinate all interviews with the Health Professions Committee for prospective students.  

· Help maintain the Biomedical Studies web page, keep current the forms used by students and faculty to apply for the Health Professions Committee interviews and write recommendations.

6. Monitor budget reports
· Run monthly budget reports, keep track of budget balance and spending; identify and collect monies for personal long-distance telephone calls and Xeroxing charges; maintain and order supplies for department Xerox machine; maintain the FNSM Fax machine, purchase supplies, maintain records and transmit bills. 

· Responsible as the "Gatekeeper" for the department credit cards, keeping track of all transactions and records.

7. Events Coordinator
· Assist in organizing and purchasing supplies for social events such as departmental reception for graduating majors, faculty retreats, student recognition get-togethers, Summer Research events, etc.

8. Assist with FNSN-wide activities
· Including assisting in making arrangements for the annual science symposium, coordinating abstract submissions and travel for student and faculty attending PEW undergraduate research symposia.

9. Perform other related duties as assigned
· Could include; support for department faculty committee work and providing support to other Science Center academic departments as time, and circumstances allow.

SUPERVISORY RESPONSIBILITIES: 
Supervise approximately 46-student workers per semester

CONTACTS:
Department Chair


Faculty (11) and staff members (1)

Associate Dean of Natural Science and Mathematics


Health Professions Committee Supervisor and Committee members


Student Workers


Parents/Alumni

EDUCATION: 
Essential:
H.S. Education with some college preferred 


Desirable:
 
College degree with some knowledge of chemistry classes

EXPERIENCE:
Essential: 3+ years of related experience; computer expertise to include word processing, database management, spreadsheets; familiarity with PC and Mac formats, or willingness to learn; excellent office management, organizational, public relations, and communications skills.


Desirable: 5+ years of related experience; experienced with office software including WWW.

KNOWLEDGE, SKILLS, ABILITIES:
Knowledge of lab safety, ability to assist in case of an emergency, knowledge of the campus, ability to interact effectively with faculty and students, as well as work well independently.  Confidentiality and detail orientation are essential.
PHYSICAL DEMANDS: 
Long periods working at a computer; must be able to do some lifting of boxes, office supplies and furniture.

WORKING ENVIRONMENT:
 Office

WORK SCHEDULE:
FTE: 1.0 

Schedule: Monday-Friday, 8:00 – 5:00

APPROVAL:                                                 
Dr. Mary M. Walczak, Associate Professor and Department Chair

DATE:





April 12, 2007
