
JOB DESCRIPTION

POSITION TITLE
Executive Administrative Assistant

REPORTS TO:
President
PRIMARY FUNCTION: 


Support the work of the Office of the President, including providing direct support for the President, Vice President and Liaison to the Board of Regents, and the Assistant to the President for Institutional Diversity.

AREAS OF RESPONSIBILITY:
Manage the work of the office, proactively planning and preparing so that the office models for the College exemplary work.

Manage office phone calls, mail, e-mail and paper correspondence.

Implement departmental policies for the operation of the President’s office.  

Manage the calendars of the office allowing for adequate preparation time and providing clear communication with all affected parties.

Attend to the multitude of details involved with travel arrangements, on-campus events, mailings, meetings, etc., ensuring accuracy.

Manage filing and record-keeping for the President’s office.

Assist with the preparation of Board of Regents meeting materials, incorporating the use of technology as needed.

Manage the office budget, equipment and technology, ensuring function and efficiency.

Collaborate with the campus leadership team and other departments on campus to ensure clear communication and a positive working relationship with the Office of the President.

SUPERVISORY RESPONSIBILITIES: 
Supervise student workers.

CONTACTS:
St. Olaf students, faculty, and staff; parents, alumni, and friends of the College; Board of Regents.
EDUCATION: 
Desirable:
Bachelor’s Degree
 

EXPERIENCE:
Essential:
Current or recent experience providing executive-level administrative support; experience with highly sensitive, confidential information


Desirable:
 Previous experience in higher education.

KNOWLEDGE, SKILLS, ABILITIES:

· Excellent oral and written communications skills.  Command of grammar, punctuation, spelling, and usage suitable for the office. 

· Excellent computer skills, including proficiency with word processing, spreadsheets, web and presentation software. 

· Ability to manage an office budget, reconcile and verify receipts and expenditures for accuracy and appropriateness within College guidelines and policies.

· Sophistication, resourcefulness, and discretion to represent the President’s Office and the College to a wide variety of constituencies.

· Ability to assess new situations independently and to respond appropriately.

· Ability to multitask while attending to detail and accuracy.

WORKING ENVIRONMENT:
Professional office setting
WORK SCHEDULE:
FTE:
1.00


Term:
Year-round


Shift: 
Campus Office hours: 8:00 a.m. to 5:00 p.m., Monday through Friday; some evening and weekend hours will occasionally be required.  

APPROVAL:                                     President
DATE:



January 2011
