
JOB DESCRIPTION

POSITION TITLE



AAA - Physics

REPORTS TO:



Department Chair, Physics
PRIMARY FUNCTION: 
Responsible for day-to-day management of Physics Department office: greet and help students, oversee student workers, assist faculty and maintain department records.

AREAS OF RESPONSIBILITY:
1. Day-to-Day Management of Physics Department Office
Examples:  *Administers student worker communication and payroll, sells lab manuals and aids students

*Provides general office management: orders supplies, sets up and maintains filing systems, schedules campus use of Physics classrooms

*Creates and posts bulletins weekly of Physics seminars

*Reconciles monthly phone statements and charge card statements

*Maintains office equipment

2. Provides Support for Chair and Department Faculty in their work

Examples:  *Supplies faculty with scanned, copied, or printed material for classes


*Assists Chair in hiring term and tenured faculty: correspondence, phone calls, 
interview arrangements, office space


*Works with Chair in monitoring department operating budget


*Help coordinate airline travel for faculty and department visitors

3. Maintain Department Records

Examples:  *Updates and prints office brochures, alumni database directory

*Manages Physics homepage on web

4. Support for other Science Faculty as negotiated
Example:  *Science Center central copy machine and billing

SUPERVISORY RESPONSIBILITIES: 
Coordinates timesheets and paperwork for student workers (approx. 20)

CONTACTS:
Deans, Department Chairs, Faculty and Staff

EDUCATION: 
Essential:
High School Diploma plus approx. 2 years education in secretarial/office management courses


Desirable:
Graduate of Technical or Community College Business program or 4 year college degree

EXPERIENCE:
Essential:
Two or more years office experience


Desirable:
Two or more years experience within an academic or university department

KNOWLEDGE, SKILLS, ABILITIES:

· Excellent interpersonal, problem-solving and organizational skills

· Computer literacy

· Ability to understand and follow directions

· Proficiency in maintaining accurate records

· Experience in accurately composing letters, memos and other correspondence

· Ability to pay close attention to detail

· Competency in meeting short-term deadlines, remaining calm during difficult situations, and working under pressure with frequent interruptions

· Strong writing and proofing reading skills

PHYSICAL DEMANDS:
N/A



WORKING ENVIRONMENT:

Office Environment

WORK SCHEDULE:
FTE:  .5 (Part-time)


Term:  August 15 – June 15


Shift:  Mornings: MWF 8 am to 1 pm, TTh 8am to 12:00 pm

APPROVAL:                                                 Bob Jacobel

DATE:




May 2004

