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	Staff Job Description

Brown University Human Resources Department
	HUMAN RESOURCES USE ONLY


Section 1:  Identifying Information














	Position Title:  Senior Academic Secretary– Grade 5 (Generic)
	Date Prepared:  January 2003

	Reports to:      Department Manager
	Prepared by:  Compensation Services

	Department:  Your Department
	Phone Ext:  3-9320

	Approvals:  
	

	
	

	Incumbent Signature:

	Date:

	Supervisor Signature:

	Date:


Section 2:  Position Purpose (provide brief summary of scope of the position)







The position provides secretarial, reception, and administrative support for the department.

Section 3:  Responsibilities, Supporting Actions & End-Results


List 3 to 6 responsibilities, functions and/or activities; Provide 3 to 4 related supporting actions to describe how the work will be accomplished; provide the desired end result.  Indicate which responsibilities are essential to the position and estimated percentage of time for the responsibility.

Major Responsibility:
Provide secretarial and administrative support for assigned faculty and staff.

Supporting Actions:
Drafts and prepares correspondence, including department minutes, memos, letters of recommendation, etc.  Prepares book orders, syllabi, reserve lists, exams, and course packets.  Assists in the production of the departmental newsletter; maintains memberships for professional organizations. Maintain up-to-date CV’s.   Distribute, collect, tabulate and file course evaluations used for faculty seminars and lectures.
End Results:
Secretarial needs of the department are provided in a manner that minimizes faculty time devoted to administrative duties so that they can concentrate on academic and research endeavors. Materials are available to faculty for grant applications and other professional purposes; accurate and complete data is available to the chair.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:     35  %
​​​

Major Responsibility:
Provide administrative support for colloquium talks and other academic activities
Supporting Actions: 
Prepare, copy and distribute colloquium calendar and post on web-page; arrange for related logistics, e.g., order food; room reservations; a/v or other technical support,  travel and lodging arrangements for visiting speakers; set up meetings with speaker with appropriate groups—faculty, students, staff.  Process related paperwork, e.g., honoraria, travel reimbursement, etc.
End Results:
Academic activities are well advertised and speaker are pleased with arrangements supporting their visit.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:   15  %

​​​

Major Responsibility:
Greet visitors and respond to inquiries received in person, via telephone and e-mail.
Supporting Actions:
Answer a multi-line phone system.  Respond to inquiries, or refer to others or take messages as appropriate.   Keep reception area well organized, with pertinent information on all programs and services easily accessible.  Maintain list of department staff with their phone numbers so that others answering the phone can transfer calls efficiently.  
End Results:
Visitors and others who contact the office are responded to in a gracious, helpful manner and receive accurate, prompt answers their questions. Messages are accurate so that those who return the calls can do so efficiently. Confidentiality is maintained.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:  30    %

​​​

Major Responsibility:
Maintain Database for Department 
Supporting Actions:
Maintain records and statistical information.  Representative records include the following (others may be added as needed). Courses taught by faculty and     graduate students; placement of graduate students in teaching and proctorship assignments. Name and address database for all former undergraduate concentrators and graduate students; track employment and publications of PhD recipients; list of "affiliated faculty" in other departments.
End Results:
Personnel and curriculum data is accurate and update.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:  20    %

​​​

Section 4:  Decisions Position is Free to Make
Describe the authority held by the position by listing 3 to 5 decisions that the position is free to make and explain the decisions that depend on the position’s advice.














Decisions free to make:(Note: press hard-return for more bullets)
· Prioritizing work

· Answering routine questions and referring more complex issues to appropriate staff or faculty.

· Organizing and maintaining department records

· Planning receptions for colloquium activities

Explain the decisions that depend on position’s advice:

· Recommendations for computer equipment needs 

· Correspondence text for supervisor's review

Section 5:  Dimensions
List 3 to 5 quantitative measures that define the size and scope of the position (e.g., number of students counseled, outreach of newsletter, number of staff supported or supervised, budgets monitored and managed):     (Note:  press hard-return for more bullets)




· XX Faculty; XX Staff supported.  XX other internal or external departments or faculty closely tied to department

· XX graduate students;  XXX undergraduate concentrators.
Section 6:  Job Qualifications
Provide the education, experience, skills and competencies necessary to perform the position?
(Note:  press hard-return for more bullets)


· High School Diploma; secretarial school preferred

· 2 years of related experience, preferably in an academic environment

· Proficient word-processing, spreadsheet, and data base program skills

· Effective communication skills

· Well organized and flexible to respond to shifting priorities
Section 7:  Other Information 

Indicate any information that would be helpful in understanding the nature, scope or purpose of the position, or any unusual or hazardous conditions associated with performing the position.  Safety regulations that must be observed in performing the duties of the position should be included here.
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