
JOB DESCRIPTION

POSITION TITLE
Academic Administrative Assistant .75 Appointment




REPORTS TO:

Music Department Chair

PRIMARY FUNCTION: 
To provide administrative support for the Music Department, collaborating with the full-time Academic Administrative Assistant

AREAS OF RESPONSIBILITY:


1. Coordinate all student recital performances, including:

· processing recital applications

· scheduling recitals 

· preparing and proof-reading all recital programs

2. Oversee the Music Department Calendar

· serve as Music Department seat for Resource-25 (scheduling all spaces in CHM, Boe Chapel, and Studio A)

· coordinate functions between Music Department and Music Organizations offices

· update monthly and yearly calendar and create weekly “Splash” calendars for email distribution

· notify appropriate personnel regarding calendar changes or cancellations, including, Security, Facilities, College Relations, Northfield News, recordists, stage managers and house managers


· maintain electronic bulletin boards in CHM

3. Maintain the Student Performance database for 

· tracking student degree requirements

· keeping records for ASCAP/BMI licensing agreements

4. Maintain the Music Department and Music Organization web site

5. General office work including 

· phones

· office supplies

· form creating and editing

· assisting with travel arrangements

6. Audition coordination for incoming first-year students



SUPERVISORY RESPONSIBILITIES: 

Supervise student office assistants

CONTACTS:
Chair of the Department, faculty, staff, students, guest artists, 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 

professional office setting








Computer knowledge, in particular web design

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

· Computer knowledge of Microsoft Word, Excel, Power Point, File Maker Pro and AS400 data entry

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:
.75









Term:
M-F 8:00 a.m.-3:00 p.m.

APPROVAL:    




Chair of the Music Department                                            

DATE:






February, 2006

Updated: 7/08

