
JOB DESCRIPTION

POSITION TITLE

Administrative Assistant/Web Specialist




REPORTS TO:

Director, Alumni & Parent Relations (APR)

PRIMARY FUNCTION: 
Coordinates all activities relating to Alumni and Parent Relations web site.
AREAS OF RESPONSIBILITY:


1. Design, develop, publish and/or maintain all APR web pages; keep event information current and create and maintain online reservation forms. 

2. Manage the class web page process.
3. Manage the complete reservation process for Homecoming/Family Weekend, Commencement, & Reunion Weekends:
· Develop on-line reservation forms

· Provide precise, detailed and extensive data entry and management

· Track event income

· Assign and track all housing assignments for Commencement & Reunion Weekends
· Manage and track all ticketing for weekend events

4. Manage the class newsletter process; communicate with Class Correspondents, produce news reports for correspondents, design and produce all newsletters, supervise and check editing, track mailings of newsletters, and maintain files.
5. Assist with other Advancement & College Relations division events as needed. 
6. Assist with supervision of office and event student staff members. 
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:
Graduate of technical or community college related  program.

EXPERIENCE:
Essential:
Advanced computer skills and experience in web page design and publishing. Experience using HTML, developing and managing databases. Experience manipulating digital images, use of scanners. 


Desirable:
Desktop publishing or other graphic design experience. 

KNOWLEDGE, SKILLS, ABILITIES:

· Well-versed in HTML and with web page/HTML editor, especially Dreamweaver.
· Experience with database design and use, particularly with Microsoft Access.

· Proficient in use of e-mail, FTP, Microsoft Word and Microsoft Excel.

· Ability to capture and manipulate digital images using digital cameras, scanners, and photo editing software.
· Excellent organizational skills with the ability to prioritize 

· Precise attention to detail; high level of accuracy 

· 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 in person, by telephone and on line.

· Excellent verbal and written communication skills.

· Strong problem solving skills.

· A sense of humor .

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Office Environment
WORK SCHEDULE:
FTE:
1.0



Term:
Full Year


Shift: 
Office campus hours. Monday - Friday

8:00 A.M. to 5:00 P.M. Must be able to work occasional weekend and evening hours during special events.

APPROVAL:                                                

DATE:
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