
JOB DESCRIPTION

POSITION TITLE

Academic Administrative Assistant


REPORTS TO:

Music Department Chair

PRIMARY FUNCTION: 
To provide administrative support to Department Chair, manage department office and provide administrative assistance to music faculty and students.

AREAS OF RESPONSIBILITY:


1. 
Manage Department office and administration:

· Provide administrative support to Chair, Vice Chair and faculty. Direct students to the appropriate Chair, Vice Chair or faculty regarding advising, major requirements and lessons.

· Assist Chair with correspondence, tenure-track searches, collecting data, calculating statistics, and preparation of a variety of reports and other clerical support as needed. (ie, NASM HEADS Report…)

· Coordinate with Chair: the placement and registration of all student lessons.


· Coordinate and monitor key distribution.

· Create and maintain student files, tracking all music majors through their various degree programs. Entering information into SIS for degree certification.

· With Assistant to Music Organizations, communicate to all faculty when students will miss classes due to off-campus performances and tours.

· Serve as secretary to the faculty, preparing minutes from faculty meetings.

2. Assist music faculty 

· Assist faculty in ordering and purchasing materials for classroom and studio use.

3. Assist students  
· Direct students to available resources regarding procedures and policies concerning lessons, performance, ensemble participation requirements, etc.

· Work with Chair and Vice Chair in updating all student information such as the Music Student Handbook, degree audit forms, application forms and accompanying information.

· Assist student recitalists with securing collaborative pianists (staff and student pianists.)

· Process applications for all music majors and Departmental Distinction nominees.

· Coordinate practice room assignments.

4.
Manage the Budget:

· Obtain and assign purchase orders to all purchase requests (as needed); authorize standard expenses; track expenditures; track operating budget on Lawson.

· Process course fees, key deposits, recital recordings etc. for students.

· Administer weekly business transactions: deposits, check requests and payment of invoices.

· Serve as Gatekeeper for Music Department’s credit cards:  collecting billing statements, and submitting code changes as deemed necessary.

5. 
Supervise student workers.

6. 
Perform other duties as assigned.


SUPERVISORY RESPONSIBILITIES: 
Process time sheets for approximately 95+ student employees, e.g. office assistants, stage managers, house managers, recital recordists, teacher assistants, ensemble pianists, etc.

CONTACTS:
Chair and Vice Chair of the Department, faculty, staff, students, staff in the Registrar’s office, Pastor’s office, Conferences & Events office, parents, alumni, donors, general public, emeriti.
EDUCATION: 
Essential:
Associates Degree or Business equivalent.


Desirable:
Concentration in administrative office management and communications.

EXPERIENCE:
Essential:

3-5 years in administrative experience in a 





professional office setting.


Desirable:
Administrative office management in higher education setting.

KNOWLEDGE, SKILLS, ABILITIES:
· Excellent public relations and communication skills.

· Maintain strict confidentiality in all areas.

· Ability to prioritize, multi-task, work with constant interruptions while maintaining efficiency with high work volume. 

· Ability to work independently with minimal supervision.

· Ability to delegate, direct and instruct several student office assistants.

· Knowledge and skills in word processing, spread sheets, presentation, database, electronic college records and calendars

PHYSICAL DEMANDS:
Transportation of large volumes of mail and printed materials from post office to department office.

WORKING ENVIRONMENT:
Active office environment.
WORK SCHEDULE:
FTE:
1.0  



Term:
M-F 8:00 a.m.-5:00 p.m. with occasional evening or weekend events.


APPROVAL:                                                Chair of the Music Department

Founded in 1874, St. Olaf is a residential, coeducational liberal arts college with approximately 3,000 students and a full-time-equivalent faculty of about 300. It is located in Northfield, Minnesota, about 40 miles from Minneapolis and St. Paul with their rich and diverse cultural resources. The college offers an academically rigorous, nationally ranked liberal arts education that fosters the development of the whole person in mind, body, and spirit and emphasizes a global perspective. Through its curriculum, campus life, and off-campus program, St. Olaf seeks to stimulate critical thinking and heighten moral sensitivity; it encourages students to be seekers of truth, leading lives of unselfish service to others; and it challenges them to be responsible and knowledgeable citizens of the world.

A liberal arts college affiliated with the Lutheran Church (ELCA), St. Olaf College is an equal opportunity employer and actively seeks diversity in its students, faculty, and staff. We are especially interested in candidates who will support and further the mission of our diverse community.
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