
JOB DESCRIPTION

POSITION TITLE
Administrative Assistant, Norwegian-American Historical Association (NAHA)  
REPORTS TO:

 Designated NAHA Board member

PRIMARY FUNCTION: 


This position provides coordination, administrative and clerical support in carrying out the day-to-day operations of the office of the Norwegian-American Historical Association.  Maintains orderly and hospitable environment for NAHA staff and visitors.  Functions as interim support staff to NAHA Board of Directors.

AREAS OF RESPONSIBILITY:


1. Provides clerical support and coordinates Board meetings and events, takes notes at Board meetings, coordinates minutes with Board secretary, assists in planning meetings and events as necessary.  Consults and executes assignments from the NAHA board president

2. Maintains membership records, processes dues payments, mails receipts.

3. Financial Record Keeping and Reporting:

a. Recommends updates to financial procedures as needed and seek executive authorization for any changes

b. Process accounts receivable and accounts payables in an accurate and timely manner 

c. Collaborate with the Treasurer to ensure accurate GL coding of payables 

d. Complete all monthly financial reports of revenue and expense by line item for the Board for the purpose of monitoring revenue and expenses against budget and reporting the reasons for any variations 

e. Monitor cash flow and recommend and execute transfer of funds

f. Provide accurate financial records, including audit preparations and required government filings

g. Assist in developing organizational budgets for leadership review and presentation to the Board of Directors.

h. Collaborates with the NAHA Treasurer as needed.  

i. Prepares written reports of membership and finances as needed.

4. 
Provides general administrative support to include word processing, data entry, 

proofreading, photocopying, filing, etc.  .

5. Provides receptionist support to include answering calls, directing calls, taking and placing calls, and serving as an information source.  Coordinates and handles mail.  Greets visitors and patrons, answers routine queries, directs archive patrons to appropriate archival staff.  Handles e-mail requests.

6. Monitors and purchases office supplies and equipment

7. Coordinates, supervises, and monitors student workers and volunteers

8. Conducts book inventory, processes book orders, supervises book mailing, registers copyright applications for new books. 

9. Carries out duties as assigned by the Board.  

SUPERVISORY RESPONSIBILITIES: 
Provides daily work direction for non-archival student workers and volunteers

CONTACTS:
NAHA members and patrons, NAHA Board, College History Center staff, St. Olaf students, faculty, staff, alumni, and parents
EDUCATION: 
Essential:
High School Diploma or GED.


Desirable:
Bachelor's degree, Norwegian language skill

EXPERIENCE:
Essential:
Minimum two years experience in administrative support role


Desirable:
Previous administrative support experience in College or non-profit setting; experience using Quickbooks software. 

KNOWLEDGE, SKILLS, ABILITIES:

Excellent public relations skills and telephone skills.  Professional, pleasant office demeanor.  Excellent communication skills and adaptability.  Computer expertise to include word processing, spreadsheet creation and management, database creation and management, .  Familiarity with budgets and knowledge of basic bookkeeping.  Accurate, detail oriented and able to prioritize and work well with minimal supervision. Ability to work evening or weekend hours for occasional special events or meetings. 

PHYSICAL DEMANDS:
N/A 

WORKING ENVIRONMENT:
Office environment. 

WORK SCHEDULE:
FTE:
(Full-time Equivalent): .50 (currently normal 20 hrs per week)


Term:
Year round position

Shift: 
Campus office hours: 9:30 A.M. to 1:00 P.M. - schedule negotiable; occasional evening or weekend hours for special events.  Current office hour schedule Mon 8:00-12:00, Tues 8:00-4:00, Thurs 8:00-4:00

APPROVAL:                                                
President of NAHA Board.
DATE:




January 2009
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