
JOB DESCRIPTION

POSITION TITLE

Academic Administrative Assistant




REPORTS TO:

Education Department Chair

PRIMARY FUNCTION: 
This position supports the department chair, teaching faculty, students, and manages the department office.
AREAS OF RESPONSIBILITY:


1. 
Provide Administrative Support for the Department Chair

· Facilitate correspondence as requested.

· Type, edit and proofread: department materials, faculty teaching materials, curriculum vitae, publication articles, and manuscripts.

· Assist with new faculty orientation

· Assist with recruitment of new faculty: supervising correspondence, compiling candidates’ dossiers, and scheduling of interviews and candidate visits.

· Assist/act as liaison to Registrar’s Office and procedures: registration; academic catalog; course descriptions, etc.

· Assist with organization and preparation for NCATE and Board of Teaching accreditation and evaluation.

· Manage department reports, surveys, and alumni data

2.
Provide administrative support for Department Faculty

· Type, edit and proofread: department materials, faculty teaching materials, curriculum vitae, publication articles, and manuscripts.

3.   Office Management

· Receptionist duties: answering/directing phone calls; facilitate mail processes; maintain office supplies; post departmental bulletin boards

· Maintain department archives.

· Operate and troubleshoot office machines, i.e. – copiers, computers, fax machine.

· Provide assistance with department events: create, distribute and maintain invitations; order and facilitate delivery of catering/decorations; serve as photographer

· Schedule room usage and manage key distribution

· Manage video camera and literature check out

4. Assist with Managing Department Budget

· Manage day-to-day budget activities

· Reconcile accounts payable requests with charge slips

· Design and maintain department budget via Lawson

· Maintain department credit card budgets

5.
Assist Students

· Facilitate faculty – student interaction: maintain department calendar; schedule 
appointments with faculty; assist with drop/add process

· Address student questions

SUPERVISORY RESPONSIBILITIES: 
Supervise student workers. Hire, train, approve timesheets, and assign work to students.

CONTACTS:
Faculty, students, staff, administration, community members, parents, vendors.
EDUCATION: 
Essential:
High School


Desirable:
Technical school or college degree

EXPERIENCE:
Essential:
1-3 years office managerial experience


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

KNOWLEDGE, SKILLS, ABILITIES:

· Excellent interpersonal, problem-solving and organizational skills

· Detail oriented while maintaining efficiency with high work volume

· Ability to prioritize and multi-task

· Ability to work with frequent interruptions, remain calm during difficult situations, work under pressure, and meet inflexible deadlines

· Ability to work in an autonomous environment 

· Ability to maintain confidentiality 

· Possess a genuine interest in and empathy with students and their colligate experience

· Knowledge of both department and overall college organization and culture

· Must possess intermediate level skills with Microsoft Office Suite, especially with Excel for administration of budgets

PHYSICAL DEMANDS:
Sitting at desk for long periods of time; working with computer for most of the day

WORKING ENVIRONMENT:
Normal office working environment with frequent interruptions. Will need to travel to various buildings in various weather conditions to retrieve and deliver materials.
WORK SCHEDULE:
FTE:
(Full-time Equivalent): 



Term:
10-month position; mid-August through mid-June.



Hours: 7:30 a.m. – 4:30 p.m.

APPROVAL:                                                
Maria Kelly
DATE:




May 2009

