
JOB DESCRIPTION

POSITION TITLE



Academic Administrative Assistant
REPORTS TO:



Economics Department

PRIMARY FUNCTION: 
The position supports teaching, research, and service efforts of the Economics Department and manages the department office.

AREAS OF RESPONSIBILITY:


1. Manage the Department Office - 

· Provide a welcoming, attractive, and professional atmosphere, accessible to departmental stakeholders – faculty, students, guest speakers, the general public – during regular business hours.  Arrange to have the office and phone staffed during regular business hours throughout the academic year.  

· Arrange to have faculty and departmental mail delivered to and distributed at the Economics Department office in Holland Hall.

· Assure a supply of office materials adequate to meet departmental needs. Order and purchase office supplies and equipment as indicated.

· Maintain the departmental office, its files, and its library.  Observe and enforce professional and legal standards regarding data privacy.

· Hire, train and supervise student workers as needed to staff the office, answer the departmental phone and to meet the other needs of the department. Track student worker budgets and process timecards for students employed by the Economics Department.

· Maintain department printer, copier and fax equipment.  Make sure that the machines are stocked with paper and toner, and maintained appropriately.

· Provide a secure environment for departmental supplies and equipment and College resources used by the Economics Department.

2. Provide Administrative Support for Department Chair 

· Manage day-to-day budget activities.

·  Reconcile accounts payable requests with charge slips

·  Maintain department budget in Excel

·  Act as Gatekeeper for dept. credit cards

· Provide regular budgetary updates to the Chair.

· Provide administrative support for departmental initiatives.  

· Assist in arranging travel, honoraria, and accommodations for guests of the Economics Department.

· Assist in publicizing departmental events – coordinate development and dissemination of posters and announcements.

· Provide assistance to the Chair in extending hospitality to students, other persons affiliated with the College, and the broader community. Help plan the senior picnic, and the graduation reception and other events as indicated.

· Maintain the Economics Department web page.

· Work with the Chair and departmental faculty on maintaining and updating departmental bulletin boards.

· Type, proof and print department correspondence and materials as requested.

· Sort and prioritize Chair’s professional correspondence.

· Be aware of deadlines and due dates for material requested from key campus offices, such as the Registrar, the Business Office, and Payroll, and collaborate with the Chair to make sure that the department’s materials are submitted in a timely fashion.

· Coordinate and implement certification of Economics majors.

· Maintain secure database of job applicants that conforms to legal requirements for confidentiality.

· Monitor economics-major email.

· Maintain departmental e-mail lists.

3. Provide Administrative Support to the Director of Management Studies, Economics Department Faculty, the Husby-Johnson Chair, and the Library Liaison.

· Coordinate and implement certification of Management Studies Concentrators.

· Assist the Economics Department Library Liaison as necessary.

· Administer exams, give out assignments and cancel classes for absent faculty.

· Keep room schedule for departmental meetings and help sessions.

· Arrange to have faculty duplicating requests fulfilled in a timely manner.

· Process trip reports and reimbursement requests as necessary.

· Facilitate sale of course packets, maintain records, and deposit receipts as directed by College policy.

· Provide assistance to the professional activities of the department’s faculty . As requested and as time permits

· type, proof, and print syllabi, examinations, handouts, correspondence, recommendations, requisitions, papers, and confidential reports for department faculty; 

· assist faculty as needed with on-line course materials;

· set up and format spreadsheets for recording grades;

· record grades from homework, quizzes and tests; 

· create and update faculty web pages;

· scan documents.

4. Provide Administrative Support to the Globalization Conference

· Design, type, proof and print invitations and programs

· Book speakers, arrange for their travel and accommodations while in Northfield

· Schedule and attend conference planning meetings

· Design and maintain the conference website

· Monitor budget, handle billing and reimbursements

· Take day-to-day responsibility for banquet arrangements and reservations (work with caterer, room scheduling, tabulate rsvps)

5.  Professional Expertise and Development

· Maintain proficiency with word processing and spreadsheet software. 

· Maintain proficiency with programs and computerized systems used by the College for budgeting, record keeping, class and room scheduling, web-page construction, and on-line course materials. 

SUPERVISORY RESPONSIBILITIES: 
Oversee approximately three to four student workers.  Hire, train and assign work to students.

CONTACTS:
Main contacts are the Economics Department faculty, Economics majors, and Management Studies concentrators.  Frequent contact with the Registrar’s office,  the Dean’s office,  the Business office and staff from Information and Instructional Technologies.  Contact with alumni, guest lecturers, and the general public as needed.

EDUCATION: 
Essential:
High School/Technical School 


Desirable:
Some college or college degree (BA/BS)

EXPERIENCE:
Essential:
1-3 years office managerial experience 


Desirable:
3-5 years Administrative office work, preferably in a college setting

KNOWLEDGE, SKILLS, ABILITIES:

The position requires that its holder have or develop

· excellent interpersonal, problem-solving and organizational skills; 

· the ability to pay close attention to detail and to check own work for accuracy;

· the ability to prioritize work; 

· computer literacy; 

· the ability to work with frequent interruptions; 

· the ability to work independently;

· the ability to maintain confidentiality; 

· knowledge of College organization and lines of responsibility and accountability.

PHYSICAL DEMANDS:
None

WORKING ENVIRONMENT:
Normal office environment with frequent interruptions.  Ability to walk and carry various loads to and from surrounding buildings during various weather conditions including temperature extremes.  

WORK SCHEDULE:
FTE: 0.80


Term: 12 Months.



36.25 hours/week, mid-August to mid-June



8 hours/week, mid-June to mid August

Shift: Campus Office Hours

APPROVAL:
Rebecca Judge

DATE:
April 2007

