
JOB DESCRIPTION 
POSITION TITLE

Administrative Support – Temp Pool

PRIMARY FUNCTION: 
Provided broad administrative assistance to various departments/offices as the need arises. Temporary positions may include all or a combination of the following responsibilities.

AREAS OF RESPONSIBILITY:

1. Provide general office support:  

a. Answering phone calls, responding to email, taking messages, and answering student and visitor questions.

b. Filing, word processing, photocopying, process incoming mail, and maintain office supplies. 

c. Maintain databases/perform data entry.

d. Assist with travel arrangements as needed.

e. Assist with preparations for special occasions/events.

f. Set up meetings on campus, manage schedules and calendars. 

g. Other duties as assigned.

SUPERVISORY RESPONSIBILITIES: 
May give daily work direction to student workers.

CONTACTS:
St. Olaf Community, alumni, and vendors.

EDUCATION: 
Essential:
Minimum of high school education or equivalent 


Desirable:
Post secondary education in related field 

EXPERIENCE:
Essential:
Previous office/administrative support 


Desirable:
Experience working in an academic environment


KNOWLEDGE, SKILLS, ABILITIES:

· Excellent interpersonal skills; ability to interact effectively with people 

· Intermediate computer skills including Microsoft office products – Word, Excel, Access, Power Point; Calendar/scheduling software, Filemaker Pro

· Experience with web site maintenance a plus

· Ability to work with accuracy and maintain confidentiality

· Good composition skills for letters, memos and other correspondence

· Ability to meet deadlines and work with frequent interruptions 

· Good problem-solving and organizational skills 

· Ability to assemble presentation materials

PHYSICAL DEMANDS:
Normal office environment, occasional lifting may be required.

WORKING ENVIRONMENT:
Normal office environment.

WORK SCHEDULE:
Term: 
To be determined at time of hire

Campus Office hours 8:00 A.M. - 5:00 P.M.;

schedule dependent on position. 

APPROVAL:                                                 Kristy Sybilrud

DATE:
December 2006

