
POSITION DESCRIPTION

POSITION TITLE:
Academic Administrative Assistant in Sociology/Anthropology





REPORTS TO:



Sociology/Anthropology Department Chair

PRIMARY FUNCTION: 
Managing the department office and coordinating services for department faculty and majors

AREAS OF RESPONSIBILITY:

1.
Managing Operational Budgets –managing day-to-day transactions of Sociology/Anthropology and Ken Olsen budgets; preparing budget proposals and conducting quarterly reviews of budgets; verifying charges with budget reports; tracking expenses of student trips to MSS and ASA conferences and annual meetings; tracking expenses of tenure-track searches; acting as gatekeeper for five department credit cards

2.
Managing the Department Office – purchasing office supplies and equipment; ordering new office technology in fall and spring IIT technology requests; verifying telephone charges for department; organizing, maintaining and updating department files

3.
Supervising Student Workers– hiring and supervising student workers; assigning work to student workers; processing student worker time cards 

4.
Coordinating So/An majors services - coordinating Ken Olsen internship grant program, departmental distinction, Alpha Kappa Delta and Lambda Alpha honor society inductions, and preregistration into department courses; conducting senior audits for graduation certification

5. 
Coordinating So/An department services -  coordinating and tracking student evaluations for faculty tenure and promotion reviews; managing logistics of tenure-track searches, including making travel arrangements and arranging interview schedules for visiting candidates; managing logistics of hiring new faculty; revising and proofreading department listings for the course catalog; coordinating logistics of poster displays in Buntrock; making faculty room and equipment reservations; facilitating faculty teaching responsibilities by starting videos and administering exams as needed; ordering desk and examination copies of textbooks 

6.
Managing Internal/External Communication – communicating department events/information to students; supervising department website and Facebook updates; maintaining and updating eight department bulletin boards; corresponding with alumni for updates

7.
Coordinating Faculty/Student Events – coordinating annual events for students and faculty including welcome back pizza party, holiday open house, So/An awards celebration, majors picnic, senior brunch, graduation reception, and promotion and retirement recognitions

SUPERVISORY RESPONSIBILITIES: 
Supervising approximately six student workers. Hiring, training, assigning work.

CONTACTS:
Main contacts are the Sociology/Anthropology department and majors.  Frequent contact with Registrar’s office, Dean’s office, Business office, IIT and all relevant college administrative staff. Contact with alumni, general public as needed. 

EDUCATION: 
Essential:
High School with 2 years of office management courses or AA degree 


Desirable:
College degree (BA/BS)

EXPERIENCE:
Essential:

2 years administrative office work


Desirable:
4 years administrative office work, preferably in a college setting

KNOWLEDGE, SKILLS, ABILITIES:

Knowledge – Computer and web literacy: proficiency with Microsoft Word, Excel, Dreamweaver, Form Creator.  Budget accounting literacy: proficiency in Lawson budget accounting system.  Knowledge of college organization and culture.
Skills – Excellent interpersonal, problem-solving, organizational, analytic and writing skills. 

Abilities – Ability to work with frequent interruptions; ability to work independently and maintain confidentiality; interest in and empathy with students; ability to pay close attention to detail and prioritize work
PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:

Office environment

WORK SCHEDULE:
FTE: .5 


Term: late August – early June, occasional summer hours if needed



Shift: 8:30-3:00

APPROVAL:                                                 Chris Chiappari, Dept. Chair

DATE:




June 7, 2011






