IIT Office Coordinator -- Job Description
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Information and Instructional Technologies

November 2008

ABILIITIES, KNOWLEDGE, AND SKILLS

*
3 to 5 years clerical experience required.

*
Purchasing experience, particularly large quantity technology orders.

*
Must be highly organized, neat, detail oriented, and self-motivated.

*
Experience with PC's or Apple Macintosh's; experience with both preferred.

*
Fluent in the MS Office suite of applications.

*
Experience using Access a plus.

*
Effective oral and written communication skills.

*
Effective interpersonal skills.

*
Ability to maintain data and information with strict confidence.

*
Ability to work effectively in a team environment

The Office Coordinator is a member of a team-oriented staff and is responsible for managing internal IIT staff services and provides the Director with clerical support services.  The Office Coordinator is responsible for all IIT purchasing, maintaining software licensing information and the associated database, billing and receipting, and managing the IIT calendar.  The Office Coordinator reports to the Director of IIT. 

35% FINANCIAL RECORDS MANAGEMENT

--Verify all invoices against Purchase Orders for accuracy and assign appropriate budget codes.

--Perform month end transaction verifications.

--Manage the faculty software budget and request process (approximately 20K annually).

--Manage the ordering and tracking of technology purchases for faculty and college grants.

--Do month-end billings for the MDC, A/V services, and department and office public paper use.

--Track cash payment for services (paper use, video tapes, etc.) and make daily deposits.

--Create the Technology Request spreadsheets, including developing price estimates for requested items, writing response letters, , and create the response letters for all departments and offices.

40% CENTRAL IIT RECORDS AND EVENTS

-- Maintain and process all IIT purchase orders (approximately 1.5 million annually).  Specific duties include serving as a primary contact to vendors, preparation and processing of purchase orders, verifying budget information, and updating the electronic records to reflect actual cost of the products, owners/locations, etc.

--Manage IIT campus software licensing.  Duties include managing and tracking all licensing codes for application and system software, managing the physical media and ensuring the security of that media, verification of use eligibility, coordinating software upgrades, and preparing license reports as requested.

--Research prices on supplies, hardware and software and determine most cost effective sources.

--Purchase and maintain monthly inventories of internal supplies and arrange for delivery of products to locations where they are needed.

--Schedule and maintain the IIT general calendar of events.

--Schedule and maintain the Director's calendar.

--Maintain the IIT central and Director's paper files including the central file cabinet, paper purchase orders, computing request binders, catalogs, magazines, etc.

--Oversee the IIT workroom shared facilities.

--Coordinate IIT staff activities including making room reservations, food arrangements, etc.

10% CLERICAL ASSISTANCE

--Type office correspondence for the Director including such items as letters, memo's, announcements, etc.

--Provide research and support services for IIT reports.

--Handle incoming and outgoing paper mail.

--Answer and redirect phone calls.

10% -- STUDENT SUPERVISION

--Select, train, supervise, and schedule student Office Aids.

5% -- IIT STAFF WORK 

--Attend all staff meetings.

--Prepare monthly activity reports.

--Participate in group projects.

--Perform other duties as requested by the Director.

CONTACTS

The Office Coordinator interacts with faculty, students, and staff on a daily basis.  He or she also interacts with Deans and Department heads as needed.

WORK SCHEDULE

The Office Coordinator is a full time position that normally does not require evening or weekend hours.

