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Grade 11 and Below
Section 1: Identifying Information

	Position Title:  Administrative Assistant
	Date Prepared: 

	Department: 
	Job Family:  Administrative Support

	Position Reports to:  Department Manager
	Grade:      6       FLSA Status:  Non-Exempt  



Section 2: Position Purpose

Describe the primary functions and purpose of this position.  Please note that this section (Position Purpose) and Section 6: Job Qualifications and Competencies will be used for the job posting and advertisements.
The Administrative Assistant provides administrative support to faculty members and department managers, coordinates the undergraduate program, and oversees the departmental library.

Section 3: Major Responsibilities

List 3 to 6 major responsibilities, functions and/or activities; provide related supporting actions to describe how the work will be accomplished; and estimate the percentage of time for the responsibility. Please arrange in descending order by percentage time. 
1. Major Responsibility:     Provide administrative support to faculty, graduate students, and the department manager.   45%
Supporting Actions:  Greet and respond to inquiries received in person, via the telephone and e-mail.   Provide information about YOUR ACADEMIC DEPT program, resolve issues within the scope of your position, and refer more complex issues to the appropriate faculty or staff.  Distribute department materials to prospective undergraduate and graduate students.  Update information on the website.  Sort, process, and deliver incoming and outgoing mail on a timely basis. Develop and maintain department databases, e.g., faculty, concentrators, graduate students. Coordinate department mailings. Provide day-to-day computer support to faculty and students.  Maintain all confidential records. Ensure office equipment is operating properly.  Provide classroom support to faculty by preparing classroom materials, coordinating textbook ordering, reserving materials in library, and maintaining all course syllabi. Prepare documents as requested faculty.  Ensure the department runs smoothly in the absence of the department manager.

2. Major Responsibility:    Coordinator of Undergraduate Concentration Program.   20%
Supporting Actions:   Assist Concentration Supervisor in managing and coordinating all aspects of undergraduate concentration program.  Act as first-line advisor to undergraduate concentrators in department.  Accept concentration applications; assist in arranging information sessions; set up and maintain files; develop and maintain databases; assist students with course scheduling; monitor requirements and deadlines; prompt students; keep Concentration Supervisor informed, certify graduation requirements; assist in event planning and notification of student events and commencement.

3. Major Responsibility:  Library Coordinator   20%

Supporting Actions: 
Oversee all aspects of the department library including acquisition, cataloging, circulation and organization of all library materials. Develop and maintain collection information databases, supervise the proctors in the day-to-day organization of library materials, ensure easy access to all material, and assist faculty and students in locating materials.

4. Major Responsibility:  Faculty Personnel     10%
Supporting Actions: 
Assist department manager with coordination of faculty appointment, reappointments and promotions. Gather and complete the necessary documents, ensure information is accurate and presented in the correct format.  Provide logistical support by scheduling interviews, housing arrangements, and committee meetings. Keep faculty CVs updated.

5. Major Responsibility:  Special Projects     5%
Supporting Actions: 
Work with department manager in implementing special projects that arise during the year, i.e. conferences, department lectures, External Reviews, commencement, annual reception for incoming students.

Section 4: Decisions Position is Free to Make
Describe the authority held by the position by listing 1 to 2 examples of decisions that the position is free to make and explain the decisions that depend on the position’s advice.
Decisions free to make:
· Prioritizing day-to-day responsibilities and resolving problems with the scope of the position.

· Coordinating the flow of information to students and faculty. 

· Answering a broad range of questions and determining when to refer to another appropriate staff or faculty.

· Day-to-day supervision of the proctors.

· Creating new, and updating existing databases.

Explain the decisions that depend on position’s advice:

· Communications about guiding and prompting undergraduate to meet requirements and deadlines.

· Organizational and physical needs of the library.

· Course of action during the absence of the department manager.

· Development of departmental policies and procedures.

Section 5: Dimensions

List quantitative measures that define the size and scope of the position (for example, the number of students counseled, the number of faculty and/or staff supported, the number of employees supervised, the number of events planned, the size of budget managed).
·  Provide administrative support to XX faculty members, and XX graduate student in the department and in the field.

· Monitor and maintain records of  XXX undergraduate concentrators.

· Supervise the library and acquisitions of XXXX  books,  XXX journals, XXX films , and XXXX reprints.

· Supervise X student proctors.

Section 6: Job Qualifications and Competencies

Job Qualifications 
Indicate the minimum required education and years of experience. Include any required licenses or certificates.
Education and Experience: 
· High School Diploma and 3 to 5 years of experience that includes 2-3 years of financial and budget experience, or Associates Degree and 1-2 years of financial and budget experience. 
· Experience in an academic or non-profit setting preferred.
Job Competencies

Indicate the essential job competencies. Competencies are required knowledge, skills and abilities necessary to perform the job successfully. 
· Excellent communication skills
· Customer-focused, customer service oriented
· Excellent attention to detail
· Excellent administrative and organization skills 
· Ability to multi-task and prioritize workload
· Proficient in Microsoft and Google platforms
· This position requires a strong commitment to promoting diversity

Section 7:  Physical Demands and Working Conditions
Please use the following checklist to identify general physical demands and working conditions.  Additional specific physical demands and working conditions required to perform the job should be added. Also indicate any information that would be helpful in understanding any unusual or hazardous conditions associated with performing the position, or specific work schedule information.
	 General Physical Demands
	Lift/Carry/Push/Pull
	Use of Chemicals

	☐ Requires ability to read
	☐ Typically less than 10 pounds
	☐ Limited exposure to chemicals

	☐ Must remain in stationary position for long periods of time at desk or computer
	☐ Typically 10 to 20 pounds
	☐ Careful use of chemicals

	☐ Requires moving around campus
	☐ Typically 20 to 50 pounds
	☐ Use of highly toxic chemicals

	☐ Requires occasionally standing, sitting, walking; using hands to finger, handle, or feel objects, tools or controls; reaching with hands and arms; climbing stairs; hearing; talking
	☐ Typically more than 50 pounds
	

	☐ Requires frequently moving about inside the office to access printer, files, and other materials/equipment
	
	

	☐ Operates a computer and other office equipment
	
	

	☐ Some travel may be required
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