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Section 1: Identifying Information

	Position Title:  Administrative Coordinator
	Date Prepared:  

	Department:  
	Job Family:    Administrative Support

	Position Reports to: Administrative Manager
	Grade:        7      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.

This position is responsible for providing day to day administrative services in support of the department’s numerous faculty and their research projects, as well as assisting the Administrative Manager with coordinating the Center’s general operational needs.  Responsibilities and tasks include monitoring main phone line, assisting visitors, managing the conference room calendars, coordinating logistical support for meetings, events, and conferences, assisting faculty with travel plans and expense reports, processing purchase requests, coordinating and tracking Professional Services Agreements, administering off-site storage, maintenance requests, recording/transcribing meeting minutes, and providing back-up to Grant Coordinators as needed.  
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:   General administrative support.  45%
Supporting Actions: 
Responsible for answering the main phone line, directing callers and visitors to the appropriate person or project, handling all maintenance requests, phone and voice mail set up and troubleshooting, and conference room scheduling.  Schedule meetings and presentations, transcribe meeting minutes, oversee and schedule the use of the conference rooms and monitor the use of the audiovisual equipment.  Coordination of shipping.  Responsible for ordering office supplies, overseeing building maintenance and security issues.    Maintain telephone and email communication with faculty and staff.  Independently respond to various inquiries, order supplies, edit research and publication documents and presentations, mail sorting and distribution.  Obtain monthly news updates for website. Provide administrative coverage in the absence of other administrative personnel.  Word-processing, correspondence, answering telephones, scheduling, typing, filing, copying, mail sorting and distribution, delivering and pick-up time-sensitive mail.   
2. Major Responsibility:  Purchasing and financial expenditure coordination, preparation and documentation.           40%
Supporting Actions: 
Proactively respond to purchasing needs for faculty and staff.  Implement Brown University procedures for purchasing products (using Workday system) and services from internal departments, external vendors, and consultants. Initiate and track for processing all financial paperwork such as purchase orders, faculty travel reports, and Professional Service Agreements.  Identify any problems, irregularities or errors in financial information and work with financial department to correct them. Work with staff to obtain quotes from vendors and receive purchase approvals.  Reconcile credit card statements weekly. 
3. Major Responsibility:   Serve as Center’s front desk representative.  10 %
Supporting Actions:  Greet visitors and research participants in a professional manner and direct them to the appropriate destinations.  Enter all visitors in building’s visitor log. Handle incoming and outgoing telephone calls and respond to emails to the requesting information. 
4. Major Responsibility:   Coordinate monthly colloquium, special events, meetings, and conferences. 5%
 Supporting Actions:    Work with faculty and staff to coordinate various events.  Establish event location and reserve required audiovisual equipment, procure catering orders, produce and distribute event marketing materials/invitations, process event registrations.  Responsible for day of set-up and break-down. Process post-event travel reimbursements for visiting faculty.   Proactively handle any arising issues and troubleshoot emerging problems on event day.  

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.
· Prioritizing daily workload. 

· Ordering office/project supplies and materials for faculty and staff via Workday or Brown PCard. 

· Wording and formatting of meeting minutes.
· Responding to various communications (i.e. mail, faxes, email, and phone calls) 

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 varying levels of support to faculty and staff. 

· Interact with personnel from a variety of University offices, institutions, state, and government offices.

Section 6: Job Qualifications and Competencies

Job Qualifications 
Indicate the minimum required and preferred education and years of experience. Include any required licenses or certificates.
Education and Experience:  

· Associates degree with a minimum of 2-3 years of related administrative experience, or equivalent combination of education and work experience. 
· Experience in an academic or non-profit setting preferred.
· Prior financial experience preferred. 

· Prior experience taking complex meeting minutes 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 
· Initiative and ability to work independently and as a member of a team
· 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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