
JOB DESCRIPTION

POSITION TITLE
Administrative Assistant for the Center for Experiential Learning (CEL)


REPORTS TO:

Executive Director through Director of CEL

PRIMARY FUNCTION: 


Responsible for CEL and special grants (e.g., Lilly) budgets and financial aspects of overall CEL operation.  Provide administrative support for CEL Executive Director and Director as well as for CEL program offices (on an as needed basis).  Collaborate with existing staff members to support special CEL project initiatives.  Contributes to communication and outreach for overall CEL programs and the Lilly Program Grant.
RESPONSIBILITIES:

1. Support CEL Executive Director/Lilly Program Director with coordination, promotion, and administration for aspects of Lilly grant programs (serving students, faculty, and staff), and other programs and events including scholarships, conferences, and visiting scholars. 

2. Provide oversight of CEL, Lilly grant, and related budgets and facilitate associated trans- actions. Prepare expenditure reports and forecasts. For the Lilly grant, reconcile department records with the College's accounting system to insure accuracy in reporting. Prepare financial reports for Lilly Program Director and foundation. Serve as liaison between the Office of Government and Foundation Relations and Lilly Program Director. 

3. Support various CEL programs as time allows.

SUPERVISORY RESPONSIBILITIES: 
none

CONTACTS:
St. Olaf Community; associates/collaborators of Center programs.

EDUCATION: 
Essential:
At least two years of college work


Desirable:
A bachelor’s degree strongly preferred

EXPERIENCE:
Essential:
At least three years of experience in a similar setting with similar objectives.




Desirable:
Experience with St. Olaf financial and accounting systems.

KNOWLEDGE, SKILLS, ABILITIES: 

· Excellent interpersonal communication skills.  

· Ability to relate to all CEL constituencies—students, staff, faculty, administrators, alumni, and community members.  

· Demonstrated competencies with budgets and financial reporting, including ability to use Excel for report generation.  

· Demonstrated ability to write clearly for multiple audiences in the form of general business correspondence, informal and formal reports, and promotional materials and to proof-read written materials.  

· Ability to work within a group of active professionals, often in cooperation but also in unsupervised settings.  

· Willingness to adjust work schedule to accommodate some evening activities.

· Understanding of the liberal arts setting and the complementary role of experiential learning in such a setting.

PHYSICAL DEMANDS:
na

WORKING ENVIRONMENT:
Regular office environment

WORK SCHEDULE:
FTE:
0.25 – year round position


Shift: 
Office hours/schedule to be determined.

APPROVAL:                                                
Bruce Dalgaard/Pat Smith
DATE:




October 2008

