
JOB DESCRIPTION

POSITION TITLE

Academic Administrative Assistant in Nursing
REPORTS TO:

Nursing Department Chair

PRIMARY FUNCTION: 
Provide administrative and computer support to the St. Olaf Nursing Department and MINC (Minnesota Intercollegiate Nursing Consortium).

AREAS OF RESPONSIBILITY:


1. Manage the Department Office – coordinating the work of faculty, maintaining student records and coordinating program projects between the two campuses (St. Olaf and Gustavus Adolphus Colleges – MINC program); develop and maintain assorted databases and coordinate mailings.

2. Assist the MINC Director – prepare department reports and studies; handle general correspondence and mass mailings; create and maintain databases for Nursing Organization events; prepare student evaluations, department reports and studies; act as gatekeeper for MINC and Nursing Department credit cards. Maintain office files; check and update MINC and department files; maintain records and correspondence of multiple off-campus clinical sites.

3. Assist Students – direct and help students inquiring about the program; assist in coordinating faculty/student events and promoting them; interview, hire, schedule, train, and supervise student workers and verify timesheets; distribute manuals, information and tests/assignments as needed; maintain alias for student events and announcements. Coordinate Sigma Theta Tau initiation and membership banquet.

4. Provide office support for department chair and faculty – prepare minutes and agendas for meetings, prepare manuals, syllabi, exams and accreditation documents and reports, order desk copies, work closely with faculty to pre-register majors for pre-requisite courses outside of nursing courses; reserve rooms for special events.

5. Internal/External Communication – Provide good general public relations to the public; welcome and assist students, visitors and staff; serve as department liaison between/with other campus offices; maintain confidentiality; monitor e-mail information to majors and department; design and manage updates on department web page; coordinate alumni newsletter.

6. Coordinate and do word processing for nursing accreditation commissions and state board of nursing approval; formulate reports using tables, columnar and other assorted reports.

7. Maintain equipment; act as a resource/trainer and troubleshooter for faculty computers, copier, printer, fax and other equipment and seek necessary repairs as needed.

SUPERVISORY RESPONSIBILITIES: 
Supervise approximately two student workers. Hire, train and assign work to the workers.

CONTACTS:
Main contacts are the Nursing department and majors, and Gustavus Adolphus College Nursing department faculty (MINC). Frequent contact with Registrar's office, Dean's office, Computer Center, and other Academic Administrative Assistants. Contact with alumni and the general public.

EDUCATION: 
Essential:
Post-secondary Administrative Assistant/Office Management program.


Desirable:
College degree (BA/BS)

EXPERIENCE:
Essential:
Two years secretarial/office experience.


Desirable:
Two years secretarial/office experience in a college setting.

KNOWLEDGE, SKILLS, ABILITIES:

Excellent interpersonal, problem-solving and organizational skills; ability to pay close attention to detail and prioritize work; computer literacy; ability to work with frequent interruptions; ability to work independently and maintain confidentiality; interest in and empathy with students; knowledge of college organization and culture.

PHYSICAL DEMANDS:
Manual dexterity for computer work.

WORKING ENVIRONMENT:
Typical office environment. 
WORK SCHEDULE:
FTE:
.83


Weekly and monthly schedule negotiable

APPROVAL:                                                
Rita Glazebrook
DATE:




September 2005

