
JOB DESCRIPTION

POSITION TITLE



Administrative Assistant, Dean of Students

REPORTS TO:



Associate Deans of Students

PRIMARY FUNCTION: 
To provide administrative and secretarial support for the Assistant/Associate Deans in the Dean of Students Office.  To collaborate with the administrative assistant for the Dean of Students.

AREAS OF RESPONSIBILITY:


1. Assist students in a confidential, caring manner, serving as student life information resources, assisting students with determining needs, providing information, and directing them to appropriate person/department.

2.
Assist the associate deans by acting as a confidential liaison between students and deans and between parents and deans; act as intermediate with Division of Student Life and other offices (Registrar, Financial Aid, Admissions, and Business Office); coordinate special projects; compile reports, triage phone calls and visits to deans; maintain calendars and appointment schedules.

3. Process documents, build databases, accumulate statistics, tabulate survey results, enter data and distribute reports, draft and transcribe correspondence, and distribute correspondence, reports, training materials, policy statements, etc.

4.
Manage the office by keeping daily correspondence and student files current, handling daily/bulk mailings, coordinating materials and folders for new, transfer students and upper-class students; coordinating student worker activities; ordering and maintaining office supplies and coordinating and monitoring the office budget.

5.
Assist with projects that include, but are not limited to, compiling and maintaining Projected Enrollment reports, organizing the Continuous Reporting and Response system; and assisting the sophomore dean in coordinating the advising system.

6. Process and build database for Community Incident Reports.  Compile monthly and yearly reports.

7. Back up to Administrative Assistant to VP/Dean of Students.

8. Perform other related responsibilities as assigned.

SUPERVISORY RESPONSIBILITIES: 
Responsible for hiring, training, assigning work to, evaluating, disciplining, and terminating five to six student workers (approx. 6-10 hrs./wk. ea.) per academic year.

CONTACTS:
Daily contact with Vice Presidents, Deans and department chairs, faculty and staff members, as well as students, parents, alumni, donors, the general public, public safety officers, and hospitals.

EDUCATION: 
Essential:
Two years college/secretarial certificate 

EXPERIENCE:
Essential:
2-5 years secretarial experience.  Confidentiality and discretion essential.

KNOWLEDGE, SKILLS, ABILITIES:
Excellent typing and computer skills, including Microsoft Word, Excel, and Access.  Excellent oral and written public relations, general office and organizational skills.  Detail oriented.  Self-starter with ability to relate to college-age adults.  

PHYSICAL DEMANDS:
Light lifting of supplies

WORKING ENVIRONMENT:
General Office Environment.  

WORK SCHEDULE:
FTE: 1.0


Term: Full Year


Shift: Campus Office Hours

APPROVAL:






DATE:




April 2004

