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JOB DESCRIPTION

POSITION TITLE
Administrative Assistant for the Office of International and 

Off-Campus Studies (IOS)




REPORTS TO:

Director of International and Off-Campus Studies



PRIMARY FUNCTION: 
This position provides administrative support for the Office of International and Off-Campus Studies and its programs.

AREAS OF RESPONSIBILITY:


1. 
Provide general clerical duties: answer phones, type and/or compose correspondence, maintain filing system, mail distribution, purchasing, maintenance of office supplies and office equipment.

2.
Act as first point of contact for the office and its programs; answer and field questions as appropriate, to include walk-ins, phone, email, internal and external constituents.

3.
Develop, edit, and maintain IOS web site.

4.
 Database maintenance and retrieval.

5.
Arrange off-campus open houses and assist with special IOS events, i.e. welcome back dinners, photo and literary contests.

6. Coordinate and process student applications to program sites.

7.
Edit and reproduce program applications.

8. Manage International Student and Faculty Purchase Card program.

9. Update and revise IOS office calendar of personnel responsibilities; distribute public calendar for IOS events and application deadlines. 

10. Provide support in the absence of other office personnel.

11. Other duties as assigned.

SUPERVISORY RESPONSIBILITIES: 
Interview, hire, train, supervise, and evaluate student workers.

CONTACTS:
St. Olaf community, visiting scholars, Northfield community members, vendors, program contact personnel.

EDUCATION: 
Essential:
High School Diploma or equivalent.


Desirable:
Bachelor’s degree in related field.

EXPERIENCE:
Essential:
Previous administrative assistance experience in a professional setting.


Desirable:
Administrative assistance experience in an educational setting; experience communicating with diverse audiences. 

KNOWLEDGE, SKILLS, ABILITIES: 

· Proficient computer skills in PC platform; databases, word-processing, spreadsheets and web page maintenance.

· Excellent interpersonal and written communication skills

· Must possess cross-cultural sensitivity

· Confidentiality essential

· Foreign language competency a plus

· St. Olaf campus knowledge a plus

· Ability to meet deadlines

· Must work accurately with attention to detail

PHYSICAL DEMANDS:
na 

WORKING ENVIRONMENT:
normal office environment

WORK SCHEDULE:
FTE:
(Full-time Equivalent): 0.83 FTE



Term:
Schedule flexible; does include summer hours.


Shift: 
Daytime hours, Monday through Friday. Occasional evening and weekend hours for special events.

APPROVAL:                                                Eric Lund
DATE:




June 2005

