,
JOB DESCRIPTION

POSITION TITLE

Administrative Assistant for Conferences and Special Events


REPORTS TO:

Director of Conferences and Special Events

PRIMARY FUNCTION: 
Assists in planning, coordinating, and executing conferences and special events both on and off campus. Serves as office first point of contact for visitors, phone, mail and email.

AREAS OF RESPONSIBILITY:


1. Provides general office management through set-up and maintenance of filing systems, answering of primary line for the department and providing routine information and answering routine questions via phone, email and in person; monitors and tracks all expenditures for the department to ensure accuracy and adherence to the budget.

2.
Creates and maintains databases for events.  Creates and generates queries and reports as requested. Performs routine database maintenance upon event completion.

2. Provides guidance and assistance to internal campus constituents ensuring adherence to 

St. Olaf protocols and image, coordinating delivery of products, and helping with program execution.

4.
Maintains accurate and adequately stocked event/program items and monitors inventory.

5. Assists in planning and implementation of events; to include but not limited to: producing 


invitations, nametags, place cards and department designed communication pieces.

6. Assists in other related duties as assigned. 

SUPERVISORY RESPONSIBILITIES: 
Assist with supervision of office and event/conference student workers.

CONTACTS:
Students, faculty, staff, emeriti, donors, alumni, parents, vendors, and other external constituents.
EDUCATION: 
Essential:
High School Diploma or equivalent; associates degree in a related field.


Desirable:
Bachelor’s Degree in a related field; preferably from a liberal arts college.

EXPERIENCE:
Essential:
Two to three years of demonstrated success as an administrative assistant in a similar office setting. One to two years of Microsoft Office Access and Excel database management; experience writing professional level business correspondence.


Desirable:
Two to three years experience in event planning and/or execution.

KNOWLEDGE, SKILLS, ABILITIES:

· High level of accuracy and detail oriented.
· Advanced computer skills in a PC platform environment is a must. Extensive experience with database management, word processing, and spreadsheets using Microsoft 

Office Suite: Word, Excel, Access, Publisher; Photoshop is required. Web page 

development and maintenance, experience with Dreamweaver or other web design 

software, FileMaker and Mach 5 a plus.
· Ability to edit and proofread print and web materials.

· Excellent oral communication skills; most possess a willingness and enjoy interacting with a variety of people a pleasant and effective manner

· Ability to judge, juggle and be creative with priorities based on department expectations and deadlines. Must be highly organized and able to multi-task.

· Ability to solve problems and react quickly with a pleasant and gracious demeanor.

· Team player - ability to handle high volume of work with a cooperative attitude.

· Ability to work with minimal supervision.

· Ability to maintain confidentiality with sensitive information.

· Knowledge of St. Olaf College community a plus

PHYSICAL DEMANDS:
Ability to move/carry materials for specials events. 

WORKING ENVIRONMENT:
Office environment 
WORK SCHEDULE:
FTE:
1.0


Term:
12 months



Shift: 
Campus office hours: 8 a.m. – 5 p.m. Monday-Friday. Must be able to work occasional evening and weekend hours during special events.

APPROVAL:                                                
Jean Callister-Benson
DATE:




January 2008

