
JOB DESCRIPTION

POSITION TITLE:


Administrative Assistant for Student Activities






REPORTS TO:


Director

PRIMARY FUNCTION: 


Responsible for providing coordination, administrative and secretarial/clerical assistance for Director, Assistant Director, SGA student leaders, and student orgs

AREAS OF RESPONSIBILITY:
1. General office management: maintain office machines and supplies, key check-out, create office forms/handouts, publicity materials, calendars, mascot uniform check-out, databases, serve as information source, direct office and telephone traffic, cash handling, authorize banner signs, maintain bulletin boards

2. Schedule room 110

3. Process and monitor entertainment contracts

4. Hire, train and supervise student workers

5. Process and organize bus service

6. Process banquet reservations and various ticket sales via cash, check or credit card

7. Monitor movie program inventory and webpage

8. Coordinate student celebrations: birthdays, stress-free zone

SUPERVISORY RESPONSIBILITIES: 
Hire, train and supervise student workers.

CONTACTS:
Mainly contact with variety of students, faculty and staff.  Frequent contact with parents, general public, and alumni for ticketed events and general information.

EDUCATION: 
Essential:
High School Diploma or GED. 


Desirable:
Graduate of Vocational/Technical program and experience in fast-paced office setting.

EXPERIENCE:
Essential:
Knowledge of office environment with frequent interruptions. 


Desirable:
Experience working with diverse young adult population.  Five years or more of office experience.

KNOWLEDGE, SKILLS, ABILITIES:

Proficiency in Microsoft Word Suite, Excel, Access, Explorer, DreamWeaver, publishing programs, and email.  Knowledge of St. Olaf and Northfield community. Dedication to high level of customer service.  Must be able to multi-task and create system of organization that others may use with ease.  Ability to identify needs and create systems for success.  Patience, high oral and written communication skills, strong interpersonal skills, sensitivity to and ability to work with diverse populations and a sense of humor.  Ability to compose letters, maintain accurate records, and pay close attention to detail.

PHYSICAL DEMANDS:


Job entails mostly sitting at office space, however, occasionally must be able to help with setting

up events (tables, moving boxes, blowing up balloons, cutting cake, making popcorn, etc.) 

Able to move or lift up to 20 lbs.
WORKING ENVIRONMENT:


Office is located within student organization space, creating occasional high-traffic and

distracting work environment.  This office handles many different types of student programs and administrative tasks.  Confidentiality a must.  Weekend or evening hours may be occasionally required.

WORK SCHEDULE:
FTE:  


Term: mid-August through mid-June


APPROVAL:                                                 Kris Vatter, Director of Student Activities 

DATE:




July 31, 2007

