
JOB DESCRIPTION

POSITION TITLE

Administrative Assistant – Events Coordinator




REPORTS TO:

Director, Alumni & Parent Relations
PRIMARY FUNCTION: 
Assists in coordinating details associated with alumni and parent activities and events on and off campus. Supports office reception activities.

AREAS OF RESPONSIBILITY:


1. Provide support to staff and volunteers in planning both on and off campus events. This process may involve securing or creating necessary supplies; coordinating contracts, logistics, menus and costs with caterers, vendors and venues; creating mailings/invitations; and securing reports and statistics from volunteers and staff on all events. 

2. Handle and monitor the registration process for alumni events, both as the registrations come in and in gathering final event data.  Additionally responsible for handling the finances of the process.

3. Maintain and support data in the Millennium database, working in the Events module of the database to track event data and alumni connections with the college. Expected to produce reports from the database for tracking purposes.  

4. Track and manage Club Events budget. 
5. Support Office Coordinator with reception and customer service activities.

6. Work with Web Specialist to maintain club events information and data on the web site, using Dreamweaver to assist in that process.  Work in close coordination with the Web Specialist to monitor and maintain the alumni office events on the alumni, college, and office calendars.  
7.
Manage and work closely with a number of alumni events (Journeys program locally, Cleveland, and several Chicago and Wisconsin events), from start to finish.    
8. Assist with other Advancement & College Relations Division events as needed.

SUPERVISORY RESPONSIBILITIES: 
Assist with supervision of office and event student workers.
CONTACTS:
Student, staff, faculty, vendors, general public.
EDUCATION: 
Essential:
High School Diploma or GED.


Desirable:
Bachelor’s Degree.

EXPERIENCE:
Essential:
Experience working in an office environment, using Microsoft Office software. Database management. Familiarity with coordinating large and small events.


Desirable:
Design application familiarity a plus. Hands-on event coordination, database development.

KNOWLEDGE, SKILLS, ABILITIES:

· Computer skills with proficiency in Microsoft Access, Excel, and Word as well as email programs and desktop publishing.

· Excellent organizational skills with the ability to prioritize with attention to detail.

· Ability to handle multiple tasks at any given time and with constant interruptions.
· Excellent public relations skills, ability to relate well to a variety of personalities and education levels.

· Excellent verbal and communication skills in writing, proofreading, and editing.

PHYSICAL DEMANDS:
Moving of some boxes and materials for special events.
WORKING ENVIRONMENT:
Office Environment
WORK SCHEDULE:
FTE:
1.0 



Term:
Full Year


Shift: 
Office campus hours. 

Must be able to work occasional weekend and evening hours during special events.

APPROVAL:                                                

DATE:
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