
JOB DESCRIPTION

POSITION TITLE

Faculty Data Coordinator



REPORTS TO:

Assistant Provost, Office of Provost and Dean of the College

PRIMARY FUNCTION: 
The Faculty Data Coordinator manages several databases within the Office of the Provost and Dean of the College, from which he/she generates a variety of data for the academic division.  The coordinator also supports the Assistant Provost and assists with special projects within the Provost’s Office.

AREAS OF RESPONSIBILITY:


· Maintain the faculty information system and other databases within the Provost’s Office.
· Provide general office support for the Assistant Provost (e.g., calendar management, arrange meetings, filing).

· Coordinate sharing of faculty personnel information with the Human Resources Office, Institutional Research, and the Payroll Office.
· Coordinate campus-wide faculty recruitment efforts and serve as a support liaison for new faculty.
· Perform data analysis and prepare reports.
· Facilitate faculty reappointment and renewal processes. Prepare faculty appointment and salary letters.

· Manage faculty personnel files.
· Serve as the liaison to Information and Instructional Technologies for the administrative units that report to the Provost’s Office.
· Supervise student workers.
· Supervise maintenance of web pages for Dean of the College Office.

· Perform other responsibilities as assigned.

SUPERVISORY RESPONSIBILITIES: 
Supervise student workers working 25 to 30 hours per week.

CONTACTS:
President/Vice Presidents/Deans/Department Heads/Faculty and Staff – daily


Others – regularly
EDUCATION: 
Essential:

B.A. or B.S degree


Desirable:
Degree in Information Management

EXPERIENCE:
Essential:
2–3 years of experience in an office environment 


Desirable:
Familiarity with St. Olaf College or experience in another higher educational institution strongly preferred.  Lawson Insight Software experience a plus.

KNOWLEDGE, SKILLS, ABILITIES:
· Advanced computer skills with Microsoft Office tools (i.e., Access, Excel, Word) including extensive experience with MS Access (including data entry, import, and export; creation of tables, queries, forms, and reports).

· Excellent oral and written communication skills.  

· Must be able to prioritize effectively and work within a team environment.  

· Confidentiality and discretion essential.  

PHYSICAL DEMANDS:
Typical office setting.

WORKING ENVIRONMENT:
na

WORK SCHEDULE:
FTE:
1.00


Term:
Year round position  

Shift: 
Office Hours 8:00 A.M. to 5:00 P.M. Monday through Friday.

APPROVAL:                                                
Arnie Ostebeee
DATE:




March 13, 2009
