
JOB DESCRIPTION

POSITION TITLE

Administrative Assistant – St. Olaf TRIO/GEAR UP Programs


REPORTS TO:

Director of Educational Talent Search & Director of GEAR UP

PRIMARY FUNCTION: 

This position is responsible for maintaining efficient and organized office functions, coordinating student workers, purchasing office supplies, assisting in the completion of performance reporting documents, and maintaining databases of multiple programs.

AREAS OF RESPONSIBILITY:


1) Office Management 

· Provide and delegate clerical, word processing, and filing duties 

· Maintain inventory of Administrative equipment; order and purchase office supplies

· Complete monthly and bi-weekly timecards for part-time staff (including tutors and office assistants)

· Assist with Academic Advisors’ requests from target schools

· Coordinate newsletters and mailings

· Serve as “gatekeeper” for credit card purchases

· Perform related duties, as assigned

· Maintain/update web page

2)  Database Management

· Maintain and manage databases for 2,000 participants from multiple grant-funded programs

· Print student rosters, individual service logs, student service summaries, performance report data sheets, as requested

3)  Administrative Assistance
· Assist Directors with completion of Annual Performance Reports (print rosters, edit reports, submit reports, etc.)
· Assist the Directors with site visits and monitoring activities
· Assist the Directors with monitoring budgets and monthly expenditures
· Assist the Directors with completion of grant proposals and other documents/tasks, as requested
4)  Internal/External Public Relations

· Manage mentoring administration at St. Olaf (serve as contact person, assist with questions, arrange transportation, plan mentor appreciation, etc.)

SUPERVISORY RESPONSIBILITIES: 
Recruit, interview, hire, train, and supervise undergraduate office workers and tutors; insure that student workers and tutor time cards are properly completed, copied, filed, and sent to Payroll on the correct date; supervise database assistants.

CONTACTS:
Students, mentors (college students and/or alumni), parents, St. Olaf Community, and community/ government agencies.

EDUCATION: 
Essential:

Bachelor’s Degree 


Desirable:
Degree in education related field.

EXPERIENCE:
Essential:
One year general office experience.

Desirable:
Personal background similar to that of students served; spreadsheet/budget experience 

KNOWLEDGE, SKILLS, ABILITIES:

· Advanced computer skills including database management and maintenance 

· Ability to use office management software:  File Maker Pro, Microsoft Word, Excel and PageMaker. 

· Ability to design and manage complex filing system

· Sensitivity to diverse ethnic groups

· Excellent public relations skills

PHYSICAL DEMANDS:
Standard office setting.

WORKING ENVIRONMENT:
NA
WORK SCHEDULE:
FTE (Full-time Equivalent): 
1.0



Term:



Year round position


Shift: 



Campus Office hours

 8:00 A.M.–5:00 P.M.

APPROVAL:                                                
Janis Johnson
DATE:




May 2006

