Title: Administrative Assistant II
Position #: 
Department:

Category:  Non-Exempt

Reports to: (title & position number)
Date:   2003


Position Purpose

To provide a variety of administrative support to supervisors and department staff to increase department/office efficiency and expedite and coordinate the work of others.

Key Accountabilities

General Office Support

· Types (word processing) correspondence, forms, manuscripts, etc. and performs minor proofreading/ editing.  This may include processing room assignments and timesheets for teaching assistants.

· Records minutes at meetings in order to enhance communication and ensure accuracy of information.

· Submits invoices and financial documents (travel reimbursement) for processing. 

· May track monthly expenditures to ensure accurate records of department budgets.  

· May train and supervise student interns, student office assistants or other office staff.

Communication

· Serves as the initial point of contact for inquiries to the office.  Responds to inquires and provides information or refers to appropriate individual to address the needs of the inquiry. 

· Maintains and updates the department webpage.  

· Prepares and distributes flyers, posters, and mass mailings to publicize department activities.

· Communicates respectfully with a diverse community. 

Information Management

· Maintains department files and databases (e.g. student grades, enrollment, department information) to ensure accuracy and accessibility of information.




Schedule Coordination

· Maintains schedule(s) for supervisor(s) and/or department staff.

· Schedules department meetings, events, and functions including coordination of guest itineraries, room reservations, etc.
Performs other duties as assigned.
Position Requirements

	· Skills & Knowledge

· Strong organizational skills

· Proficient with basic computer software packages 

· Interpersonal skills.

· Ability to work independently and set priorities.
	· Experience

· Two plus years of office experience.
	· Education

· High school degree or the equivalent.
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