
JOB DESCRIPTION

POSITION TITLE:
Administrative Assistant to the VP for College Relations
and the Director of Church Relations

REPORTS TO:

VP-College Relations and Director of Church Relations

PRIMARY FUNCTION: 


AREAS OF RESPONSIBILITY:


1. Administrative

· Provide administrative support for VP and Director including: manage schedules and calendars, take and report meeting notes as needed; provide primary telephone coverage for VP and Director and backup telephone coverage for the Office of Marketing/Communications, process incoming mail, manage and process expense reports, and assist with travel arrangements for VP and Director. 

· Provide general office support including filing, word processing, photocopying, maintaining office supplies and coordinating computer requests. 

· Maintain databases such as the ELCA Access database of synods to coordinate nationwide submission of annual reports to ELCA synods and facilitate other communications with the synods.

· Collect and prepare campus material for Director to take on nationwide visits to pastoral/congregational/synod groups.

2. 
Budget Management
· Estimate and prepare College Relations administration annual budget. Assist in preparing the Church Relations budget.
· Coordinate annual budgets from department directors and prepare for treasurer’s office. Manage College Relations and Church Relations budget expense tracking and reporting by reviewing reports of transactions and monitor year-to-date expenses for College Relations administration budget.
· Act as gatekeeper for purchasing cards and maintain files for invoices, receipts, payments, etc.

3.
Special Programs and Event Planning
· Make arrangements for and invite attendees to special events and activities managed by the VP of College Relations 
· Schedule and organize College Relations Division meetings quarterly.
· Organize small group meetings for VP on and off campus. Coordinate programs conducted jointly with other departments or offices.
· Organize annual picnic for College Relations Division.
· Make all arrangements for church group visits, including student “Guiding Light” tours.
· Implement Glesne and Cleven seminary scholarship programs including.
· Implement Knutson Endowment including.

· Make arrangements for Church Relations Advisory Board meetings, including transportation, housing and food.

· Make arrangements for Divinity School and Seminary Day (every four years.
· Implement program arrangements for Sanctuary Retreat.
· Organize and make banquet arrangements for recipients of the Award for Lutheran Leadership in Church and Community in the fall. 

4. Conference on Worship, Theology and the Arts
· Assist with development and implementation of conference theme and selection of faculty; coordinate worship, music and general committee meetings.
· Work with artist to facilitate design of the annual logo and coordinate digital preparation of the logo with the STO graphic design artist.
· Design and prepare for printer, coordinate mailing with On Target. Assemble handouts from faculty and incorporate into the conference handbook. Design T-shirt and tote bag with CWTA logo, coordinate printing.
· Contact faculty about special interest seminars, in-depth tracks, plenaries and worship subject matter and presentation. Prepare and distribute contracts, time table, registration forms, etc. to faculty.
· Update web site for faculty, bios, special interest seminars. Work with Conferences and Events managers on registration format for the brochure and web site and advertising placement in magazines.
· Coordinate the hospitality program with volunteers from the community and Oles to provide assistance to attendees during the conference.

SUPERVISORY RESPONSIBILITIES: 


· Hire student workers for College Relations and Church Relations. Assign jobs and evaluate/inspect their work. 
· Oversee Church Relations 12-15 student ambassadors.

CONTACTS:

EDUCATION: 
Essential:
Associate's degree or equivalent experience.

Desirable:


EXPERIENCE:
Essential:
3-5 year previous office experience in a busy office environment.

Desirable:
Knowledge of St. Olaf College, church organizations/operation, and media experience a plus.

KNOWLEDGE, SKILLS, ABILITIES:
· Good general office, customer service, organizational and computer skills, including Microsoft Office, InDesign, File Maker Pro, e-mail and internet.

· Ability to use PhotoShop and layout programs such as In Design for Church Relations’ postcards, brochures and advertising.

· Excellent oral and public relations skills and ability to work well with students, faculty, and staff; confidentiality essential.

· Ability to work well independently on a number of projects at one time with a wide variety of constituents and under time-sensitive situations.

PHYSICAL DEMANDS:
None

WORKING ENVIRONMENT:
Normal office environment

WORK SCHEDULE:
FTE:
1.0 



Term:
Full year



Shift: 
Campus office hours

APPROVAL:                                                
DATE:




4/13/04

