
JOB DESCRIPTION

POSITION TITLE
Administrative Assistant (or Sr. Administrative Assistant – DOQ) for the Oslo International Summer School of North America (ISS-NA)
REPORTS TO:
Administrator, Oslo International Summer School

PRIMARY FUNCTION: 
Provide administrative support in the recruitment and processing of applications for students to the University of Oslo International Summer School.

AREAS OF RESPONSIBILITY:


1. Coordinate processing of Oslo International Summer School application materials. 

a. Track applications and enrollment statistics.

2. Maintain inquiry and student registers for the ISS-NA office. Work closely with Oslo office on common student databases throughout the year.

3. Create and maintain database for ISS alumni, and maintain database for Oslo Year Program students.

4. Provide general administrative assistant support to include word processing, data entry, proofreading, photocopying, filing, etc.

5. Provide receptionist support to include answering telephones, directing calls, 

taking and placing calls, and serving as an information resource.

6. Process invoices and fee payments and prepare deposits. Enter and track income and expenses on budget database. Reconciler for ISS credit card.

7. Monitor office supplies and equipment.

8. Coordinate and handle mail.

9. Travel to Norway in the summer and facilitate office support in the Oslo ISS Office for full-time position option.

SUPERVISORY RESPONSIBILITIES: 
None

CONTACTS:
Student, parents, faculty, staff, program contacts, alumni and the public.

EDUCATION: 
Essential:
High School Diploma or GED
Desirable:
Post high school degree; Fluent in Norwegian

EXPERIENCE:
Essential:
A minimum of two years experience in administrative support role.


Desirable:
Previous administrative support experience in a college or university setting. 
Previous experience living or studying abroad; experience living, studying or traveling in Norway.

KNOWLEDGE, SKILLS, ABILITIES:

· Excellent public relations skills and telephone skills. 

· Professional, pleasant office demeanor.

· Excellent communication skills and adaptability. 

· Proficient with MacIntosh platform.

· Computer expertise to include Filemaker Pro, Excel, and word processing. 

· Advanced skills with database creation and management.

· Ability to adapt to and work effectively within a multi-cultural setting.

-
Ability to travel to and work in Norway for 6 – 8 weeks each summer.

PHYSICAL DEMANDS:
International travel and temporary office re-location during the summer months (Dependent on qualifications).

WORKING ENVIRONMENT:
Office environment; 6 – 8 weeks each year in an office in Norway. 

WORK SCHEDULE:
FTE:
Dependent on qualifications 0.75 FTE or 

1.0 FTE 



Term:
Dependent on qualifications: 10 or 12 month 

position.


Shift:
St. Olaf Campus Hours: Monday through

Friday; 8:00 A.M. – 5:00 P.M. 40 hours/week September through May for .75 FTE or for full-time year round for 1.0 FTE.

Office in Norway – hours to be determined.

APPROVAL:                                                
Torild Homstad
DATE:




May 2009

