
JOB DESCRIPTION

POSITION TITLE:
Admin Assist to the Vice President/Treasurer


and Business Operations

REPORTS TO:
Vice President and Treasurer

PRIMARY FUNCTION:
Assist as requested with administrative duties as assigned by the Vice President & Treasurer, the Assistant Treasurer, and the Controller

AREAS OF RESPONSIBILITIES:
1. Manage information, accounts, computerized files, databases & spreadsheets.  Assign billing codes, maintain, and process reports for convenience copier database. Maintain college owned vehicles database. Order, track, and maintain MVR data for campus drivers.  Maintain typewriter and dictation machine contracts data.  Assign and maintain purchase order database.

2. Process mail, phone calls, emails, documents, reports & correspondence.  Pay invoices, and reconcile accounts.  Notify changes and maintain files for estates.  Order, track and distribute license tabs for college vehicles.   Manage vending commissions.

3. Schedule appointment and travel plans for VP & Treasurer, and manage paperwork associated with appointments.

4. Research various topics and situations as assigned.  Create, maintain, and update Treasurer’s Office, Facilities, Student Accounts, and the Print Center’s websites.  Assist VP & Treasurer with insurance issues, such as certificate of insurance, accidents, and general concerns.  Word process documents, reports, and correspondence as needed.

5. Other duties as assigned by the VP & Treasurer, Assistant Treasurer, and Controller.

SUPERVISORY RESPONSIBILITIES: 
None

CONTACTS:
Frequent contact with administrators, faculty, staff, and students.  Occasional contact with parents, venders, and insurance contacts.

EDUCATION/EXPERIENCE:
2 years college in administrative technology and 5 years experience in a college setting.

WORK SCHEDULE:
FTE: 1.0



Term:
Full Year


Shift: 
Campus office hours 8:00 A.M. to 5:00 P.M.

APPROVAL:                                                
Alan Norton
DATE:




April 2006

