
JOB DESCRIPTION

POSITION TITLE



Administrative Assistant





REPORTS TO:



Director of Human Resources

PRIMARY FUNCTION: 

This position provides departmental administrative and clerical support, including maintaining all the human 
resource records for St. Olaf employees in both electronic and paper form. Other major responsibilities include 

front desk reception, web site maintenance, and assisting other departmental staff as needed. 
AREAS OF RESPONSIBILITY:


1. Performs receptionist duties by greeting St. Olaf employees, students and visitors, directing them to the appropriate offices or persons, providing factual information or material to routine inquiries.  Answers the telephone lines in a prompt manner, takes messages or routes calls.  Distributes incoming mail to appropriate employees by receiving, sorting, opening and routing correspondence. 

2. Support to the Director: 

a. Screens calls, manages calendar, schedules and communicates appointments

b. Set up new employee orientation benefit appointments, creates benefit packet of information, coordinates information with payroll, verifies the return of all required employment forms.

c. Maintain I-9 forms for current and terminated employees.

d. Updates and maintains various employment forms.

3. Assists with recruitment: 

a. Fields questions about position openings and/or the actual online application process; assists applicants at office kiosk.

b. Assists with setting up interview schedules and scheduling flight/transportation arrangements for interviewees.

c. Performs data entry to set up new employees; assists with with closing out a search. 

d. Send notification of new hires and terminations to appropriate lists. 

4. Assists Benefits Specialist with data entry associated with keeping benefit information correct and current.  Assist with annual enrollment and collection of enrollment documents from employees.

5. Assists Associate Director and Director of Conferences & Events with coordination of annual Years of Service and Retirement celebration events.  Provides monthly list of milestone Years of Service employee’s names and dates to President’s Office for creation of personal notes to employees.

6. Monitors Step-in-Grade increase schedules for affected employees. Generate letters of wage increase and enters appropriate changes in HRIS system.

7. Performs basic records management by receiving, sorting and filing office files/documents. Responsible for creating, updating, document storage, and archiving of department files. 

8. Web site responsibilities: performs routine maintenance to web site; updates online forms; coordinates and publishes monthly newsletter.

9. Coordinates the timely sending of flower/memorial gifts to employees in accordance with College guidelines.

10. Maintain Employee Date Calendar in Google Event Calendars.

11. Maintains database of retired employee directory information and provides information when requested, including annual phone directory production.

12. Maintains and orders office supplies for department.

SUPERVISORY RESPONSIBILITIES: 
Provides functional work direction to student workers.

CONTACTS:
Internal:  Staff, faculty, retirees and students.
External: Benefit providers, prospective candidates.

EDUCATION: 
Essential:
Graduate of technical or community college business program.


Desirable:
B.A. or B.S. in a related field

EXPERIENCE:
Essential:

One to 2 years in a similar office setting; minimum one year 

of extensive work with Microsoft Excel and Access and/or human resource information system.

Desirable:
Previous experience in a human resources environment; processing workers compensation claims; working with Lawson HRIS a plus.

KNOWLEDGE, SKILLS, ABILITIES:

1. Intermediate MS Office Suite skills, Word, Excel, Access; web site maintenance skills – experience with Dreamweaver a plus

2. High degree of confidentiality and the ability to use good judgment in handling confidential and/or sensitive information and materials.
3. Attention to detail and accuracy.

4. Proven ability to prioritize, handle multiple priorities, manage time and resources effectively, collaborate positively with others, organize self and others, work independently and with a team.

5. Excellent customer service and interpersonal skills. 
6. Strong verbal and written communication skills.
7. Knowledge of relational databases and how they function. 

PHYSICAL DEMANDS:
None

WORKING ENVIRONMENT:
Office Environment.

WORK SCHEDULE:
FTE: 
.75 FTE (30 hrs/week – 5 days per week)

Term: 
Year round position

Shift: 
Campus Office Hours 8:00am – 5:00pm, Monday – Friday;  daily schedule of hours to be determined. 
APPROVAL:                                                 Director, Human Resources 

DATE:




September 2009
