
JOB DESCRIPTION

POSITION TITLE:

Administrative Assistant, 

Classical Association of the Middle West and South  (CAMWS)

REPORTS TO:
Secretary-Treasurer of Classical Association of the Middle West and South

AREAS OF RESPONSIBILITY:


Assist Secretary-Treasurer of CAMWS in day-to-day administrative functions

1) Establishing (with the assistance of IIT expert) database of members and subscribers (approximately 1,600 members and 800 libraries) 

2) Maintaining and updating member records

3) Collecting, recording, and depositing fees for journal subscriptions and membership dues 

4) Providing invoices and receipts for goods and services

5) Generating mailing labels for various journal subscriptions

6) Tracking and summarizing membership and subscription statistics and reporting statistics to regional and other officers

7) Creating forms and designing and purchasing stationery; preparing and sending dues notices (e-mail and snail mail) and subscription renewals 

8) Communicating relevant membership and subscription information to associated organizations and publications 

9) Transferring dues and subscription payments to associated organizations     

Provide administrative assistance for annual conferences (425-500 participants)

1) Including organizing conference paper submissions (collect, record, format for blind review, enforce submission prerequisites, and distribute conference submissions to reviewers)

2) Helping to prepare conference materials (programs, tickets, handouts, name tags)

3) Processing registrations prior to the conference, assembling registration packets

4) Assisting at the annual conference (registration, communication with support services, troubleshooting) 

5) Collecting and depositing conference fees 

SUPERVISORY RESPONSIBILITIES: 
na

CONTACTS:
Association Administration, Association membership, Association affiliates, St. Olaf College Community.
EDUCATION: 
Essential:
High School Diploma or GED 




Desirable:

Secretarial courses 

EXPERIENCE:
Essential:
A minimum of 2 years or office experience.


Desirable:
na

KNOWLEDGE, SKILLS, ABILITIES:

Strong organizational skills with the ability to prioritize work effectively, handle multiple projects, and work well independently; good computer skills to include Microsoft Office, Filemaker Pro, and Quickbooks; excellent writing and proofreading skills (including spelling, grammar, and punctuation); good communications and public relations skills; flexibility; ability to work with a broad range of constituents, including faculty, staff, and students from other institutions of higher education. Must be a self-starter. Confidentiality essential.  

PHYSICAL DEMANDS:
na

WORKING ENVIRONMENT:
Office environment. 

WORK SCHEDULE:
FTE:
0.75 FTE 


Term:
year round 


Shift: 
Monday – Friday flexible hours; Requires travel to National Conference somewhere in the United States each late March or April 

APPROVAL:                                                
Anne Groton
DATE:




January 2005

