
JOB DESCRIPTION

POSITION TITLE:
Academic Administrative Assistant (AAA) – Old Main
REPORTS TO:
A foreign-language faculty member who is appointed for a fixed term as Supervisor of Old Main Secretarial Services (OMSEC) by the Associate Dean for the Humanities 

PRIMARY FUNCTION: 
Provide clerical support for 30-40  faculty members, whose offices are located in Old Main and the Old Main Annex

AREAS OF RESPONSIBILITY:


1. 
Short-term projects, everyday office management (includes directing telephone and visitor traffic; sending and receiving faxes; Xeroxing; typing/word-processing class materials, CV's, grant proposals, professional articles, and correspondence; handling daily mail; retrieving information from the web; maintaining and updating lists, schedules, directories, and the display case; keeping track of Print Center orders; ordering office supplies and desk copies; scheduling meetings, arranging catering, reserving rooms and equipment; making airplane and hotel reservations; making deposits, transfers, and check requests; operating classroom technology carts, VCR's, digital cameras; occasionally distributing exams and class handouts) 

2.
Long-term projects, assistance to department chairs and program directors (includes helping with job searches, faculty reviews, department self-studies, and Fulbright applications; designing brochures and flyers; scanning and editing photographs; maintaining large databases and preparing mass mailings; maintaining and editing web pages for departments and programs) 

3.
Interpersonal skills (good working relationship with faculty, staff, students, and the general public; close cooperation and teamwork with the other AAA) 

4. Budget management for Humanities departments.

5. 
Time management, coordination of all job duties.

SUPERVISORY RESPONSIBILITIES: 
Hiring, training, and overseeing OMSEC student workers.

CONTACTS:
Very frequent contact with faculty, especially department chairs, and staff; frequent contact with students and general public; occasional contact with higher administrators

EDUCATION: 
Essential:
High-school education plus 2 years of business education

(secretarial or administrative assistant courses)




Desirable:
4-year college degree

EXPERIENCE:
Essential:
2 years of office experience 

Desirable:
5 or more years of office experience, basic knowledge of Spanish a plus.

KNOWLEDGE, SKILLS, ABILITIES:


· Advanced computer skills (Mac and PC); 

· good grammar and oral and written communication skills; strong organizational and office management skills; 

· flexibility, enthusiasm, and ability to work with a broad range of constituents including faculty, staff, students, and the general public.  

· Must be a self-starter with the ability to prioritize tasks effectively, handle multiple projects at any given time, and work well under pressure and with minimal supervision.  

· Confidentiality, discretion, and a pleasant, professional manner are essential.  

· Ability to word process documents written in Spanish or other languages.

PHYSICAL DEMANDS:

None

WORKING ENVIRONMENT:
Office environment.

WORK SCHEDULE:

FTE: 
0.91  






Term: 
Full-time, 11-month position 

Shift: 
Campus Office Hours 8:00am – 5:00pm, 

Monday - Friday 

APPROVAL: 


Marc Robinson, OMSEC Supervisor

DATE:



July 2007
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