
JOB DESCRIPTION

POSITION TITLE:
Administrative Assistant/Scheduling Coordinator




REPORTS TO:



Director, Buntrock Commons

PRIMARY FUNCTION: 
Primary support staff person for Buntrock Commons; coordinates all Buntrock and non-classroom room schedules.

AREAS OF RESPONSIBILITY:


1. Reserves space in Buntrock Commons and non-academic classrooms. Coordinate room setups with Buntrock Staff.

2.
Coordinate invoicing and fee collection for outside user groups.

3.
Oversee and coordinate all college vehicle usage

4.
Assist with student worker supervision and training for Buntrock student staff.

5.
Assist with Laundry Card program distribution through Information Desk

6.
Assisting in other related areas as needed and requested by the Director of the Buntrock Commons.

SUPERVISORY RESPONSIBILITIES: 
Buntrock Student Workers  (approx. 20)

CONTACTS:
A wide variety of contact both within and outside of the college community including students, faculty staff, and guests.

EDUCATION: 
Essential:
High School Diploma or GED 


Desirable:
Some college experience

EXPERIENCE:
Essential:
1-2 years of experience in office setting.


Desirable:
Experience in college setting, understanding of St. Olaf community.
Experience with computer, including knowledge of Microsoft Office.

KNOWLEDGE, SKILLS, ABILITIES:
Excellent interpersonal, problem-solving, and organizational skills; ability to maintain accurate records; ability to pay close attention to details; ability to work on multiple projects at the same time, work under pressure with frequent interruptions.

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Office environment with frequent interruptions.

WORK SCHEDULE:
FTE: .83


Term: Full Year



Shift: 8:00 – 3:30, Monday-Friday

APPROVAL:                                                 Associate Dean of Community Life and Diversity/Director Buntrock Commons

DATE:




April 19, 2004

