JOB DESCRIPTION

POSITION TITLE



Executive Administrative Assistant

REPORTS TO:
Vice President for Advancement and 

College Relations

PRIMARY FUNCTION: 
Provide administrative support for Vice President for Advancement and College Relations.  Work in concert with others in the division to communicate and carry forward projects for the Vice President.  

AREAS OF RESPONSIBILITY:


1. Manage calendar for Vice President (both on and off campus appointments, and travel); arrange individual and group meetings; facilitate communications and schedules between Vice President and the President’s office, St. Olaf Board of Regents, donors, and Advancement and College Relations staff.

2. Establish Vice President’s travel arrangements, prepare itineraries, prepare basic prospect reports, and coordinate telephone, email and calendaring with Vice President while he is traveling.  

3. Provide clerical support to the Vice President. 

4. Manage the budget for the office of the Vice President for Advancement and College Relations including the processing of expense and mileage reports and the reconciling of the Vice President’s credit card.

5. Answer telephone and assist callers; monitor email for messages requiring action; handle incoming and outgoing mail.

6. Work on various projects for Vice President as they arise (i.e. fund raising campaigns and donor related activities involving the Vice President.)

7. Set up the monthly division meetings for the Advancement and College Relations division and the bimonthly director’s meetings including catering.

8. Collate and prepare division technology requests. 

9. Prepare meeting notes for the Advancement and College Relations portion of the Board of Regents meeting and attend ACR board meetings for the purpose of taking the meeting minutes. 

10. Assist with the Black and Gold Corps scheduling and communications for the Vice President.  Order materials and logo wear for the corps as needed.

11. Assist with planning and support for ACR activities involving alumni, donors and staff.

12. Other duties as assigned by Vice President.

SUPERVISORY RESPONSIBILITIES: 
N/A

CONTACTS:
Regents, donors, alumni, general public, and the St. Olaf Community, including the President, the President’s office, and other Vice Presidents and Deans.  

EDUCATION: 
Essential:
Two-year college degree of technical certification.


Desirable:
Bachelors Degree

EXPERIENCE:
Essential:
3 - 5 years of demonstrated success in an office environment.


Desirable:

Experience supporting director level or higher in a 





higher education setting. St. Olaf College Campus 





knowledge a plus.

KNOWLEDGE, SKILLS, ABILITIES:

· Must exercise confidentiality and professional discretion in dealing with sensitive/critical information.

· Ability to work independently and communicate effectively/efficiently via remote access; i.e. Vice President travels off-campus and when he is on campus time out of the office.

· Ability to deal diplomatically with a wide variety of individuals. 

· Good communication, support, organizational, and analytical skills.

· Proficient computer skills; i.e. Microsoft Office Suite, advanced Excel skills; web site maintenance skills.
· Ability to multi-task with competing priorities. 

· Capacity to work independently as well as in a team environment.

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Office environment 

WORK SCHEDULE:
FTE: 
1.0


Term: 
Full Year


Shift: 
Campus Office Hours



Monday – Friday 8:00 A.M.-5:00 P.M.


Occasional evening or weekend commitments

APPROVAL:                                                 Michael Stitsworth

DATE:




April 2008

