
POSITION DESCRIPTION

POSITION TITLE:
Executive Assistant to the Provost and Dean of the College
REPORTS TO:

Provost and Dean of the College
PRIMARY FUNCTION: 
 
This position serves as the principal administrative contact for the Provost, performing a range of duties to ensure smooth operations of the office and developing effective systems for managing the Provost's administrative needs.
AREAS OF RESPONSIBILITY:


1. 
Manage the Provost's complex calendar and travel arrangements, respond quickly and 
efficiently to high volume of scheduling requests and changes, exercise significant 
independent judgment in identifying and resolving potential conflicts, manage contacts 
and liaise with a variety of both internal and external constituents.
2. 
Draft and edit routine correspondence; research and write summary reports.

3. 
Independently manage special projects as assigned by the Provost.

a. May include serving as office liaison for small or large-scale special events. 
4. 
Coordinate the tenure and promotion process between outside evaluators, internal 
participants, and the Tenure and Promotion Committee.

a. Assist with other faculty reviews and contract renewals.
5. 
Coordinate meetings and prepare agendas, handouts, and presentations for Faculty 
Meetings and meetings of the Academic Affairs Committee of the Board of Regents, and 
major faculty committees as necessary.
6.
Update and manage key records such as the Faculty Manual, etc.
7. 
Manage the department website – oversee content, functionality, and visual appeal of the site.
SUPERVISORY RESPONSIBILITIES: 
Provide work direction to student workers for special projects.  

CONTACTS:
Both internal and external: college administrators, academic deans, faculty, students, parents, alumni, 

Board of Regents, donors during special events. 
EDUCATION: 
Essential:
Bachelor’s degree 

Desirable:
Degree in a related field (English, Marketing, Communications, etc.)
EXPERIENCE:
Essential:
Three-five years of experience in positions with increasing levels of responsibility. Demonstrated experience working with and supporting senior/executive level staff.

Desirable:
Higher education experience 
KNOWLEDGE, SKILLS, ABILITIES: 


· Intermediate to advanced skills with the Microsoft Office Suite – must be well versed in Excel; experienced with Access (a plus), formatting large documents in Word; ability to create, edit, design in Power Point and Publisher. 

· Ability to perform with minimum supervision in high-volume work environment. 
· Must be comfortable handling sensitive and confidential information/materials.

· Ability to think on your feet and re-adjust/respond as needs arise.

· Ability to maintain a mature, professional, competent, and friendly demeanor at all times in all situations. 
· Ability to prioritize and juggle multiple tasks under tight deadlines. 

· Ability to work well with a team but also to make decisions independently, to exercise discretion and judgment in areas of responsibility.
· Creative approach to problem-solving. 

· Excellent writing skills and attention to detail. 

· Exceptional organizational skills.

· Good understanding of social etiquette.
PREREQUISITE(S):
Pass criminal background check.
PHYSICAL DEMANDS:

Physical endurance to work extended hours for special events.  

WORKING ENVIRONMENT:
Professional setting 
WORK SCHEDULE:
FTE:

1.0 

Term:

Full-time year round position

 
Shift: 

Office hours: 8 a.m. to 5 p.m. 


Monday through Friday, evening and 

weekend hours for special events.

APPROVAL:                                                
Marci Sortor
DATE:




July 2011
