
JOB DESCRIPTION

POSITION TITLE

Administrative Assistant



REPORTS TO:

Director, Residence Life

PRIMARY FUNCTION: 


This position provides administrative and clerical support for the Residence Life Office.

AREAS OF RESPONSIBILITY:


1. 
Performs receptionist duties by greeting students and visitors, answering their questions, providing factual information or material to inquiries.  Answer the telephone lines in a prompt manner, take messages or route calls. Schedule and communicate appointments for residence life staff.  Distribute incoming mail to appropriate staff by receiving, sorting, opening and routing correspondence.  Make sure office setting is always presentable.

2.  
Maintain the AS400 housing database.  Accurately track vacancies and maintain vacancy database – as well as track students who withdraw or leave campus during the academic year.

3.   Provide information to students regarding all housing processes (midyear, summer, celebration weekend, roomdraw, break time).


4.
Create accurate and timely rosters of all students living in college owned housing.  Providing rosters and mailing labels to other offices and student organizations as necessary.

5.
Facilitate off campus housing process by providing students with application information, explaining the policy and maintaining the off campus housing database. Maintain off campus living resources by contacting area landlords and maintaining and accurate database of rental locations.

6.
Assist Assistant Director of Residence Life with special housing (summer, celebration weekend, break) programs.  Providing information to students, maintaining accurate databases, providing appropriate offices with updated accurate information.

7.
Review monthly cardholder statements for the Residence Life Office.

8. Maintain and edit first year binder for distribution to the incoming first year class.


9. Website maintenance.

SUPERVISORY RESPONSIBILITIES: 
Supervise the office student workers.

CONTACTS:
Student, faculty, parents, general public.
EDUCATION: 
Essential:
High school degree


Desirable:
Graduate of technical or community college.

EXPERIENCE:
Essential:
One to two years in an office setting


Desirable:
Previous experience in a College environment.


KNOWLEDGE, SKILLS, ABILITIES:

1. Intermediate computer skills with MS Office: Word, Excel, Access and Power Point.

2. Must be able to maintain confidentiality in handling student information.

3. Ability to handle multiple tasks at any given time with constant interruptions.

4. Excellent customer service skills, ability to relate well to a variety of personalities, in person, by telephone and on line.

5. Accuracy and attention to detail essential

6. Ability to meet deadlines.

7. Excellent verbal and written communication skills.

8. Must be able to take initiative and problem solve.

PHYSICAL DEMANDS:
None 

WORKING ENVIRONMENT:
Office Setting 
WORK SCHEDULE:
FTE:
1.0



Term:
Full Year


Shift: 
Campus Office Hours 8 a.m.- 5 p.m.



Monday-Friday

APPROVAL:                                                
Pamela McDowell
DATE:




January 2006

