Title: Administrative Assistant III
Position #: 
Department:

Category: Non-Exempt

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


Position Purpose

To coordinate and perform a wide variety of department/office activities that will increase department/office efficiency, expedite/coordinate the work of others, and ensure the smooth operation of the department/office.

Key Accountabilities

General Office Support

· Coordinates a variety of activities to support department functions.
· Administers and tracks monthly expenditures for multiple accounts to ensure accurate records of approved department budgets.  
· May participate in development of new fiscal budget.
· May arrange the logistics associated with grant administration such as gathering information, gathering signatures and compiling documents.
· Supervises student interns, student office assistants or other office staff.

Communication

· Serves as primary point of contact representing the department/office to the institution and external constituencies. 

· Serves as a source of information on department policies and procedures.

· Records minutes at meetings and prepares for supervisor review and distribution.

· Coordinates department publicity activity including work in multiple media, such as drafting brochures and newsletters, to coordinate a wide range of department publications/communications.

· Drafts and proofreads memos and correspondence for supervisor review.

· Maintains cognizance of working within a diverse community and enhancing diversity and acts appropriately regarding diversity in dealing with others.
Information Management

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




Schedule Coordination

· Maintains multiple schedules in addition to supervisor schedules.
· Coordinates major recurring department activities including those with related departments, external participants, etc.  

· Coordinates schedules and itineraries and orients new or visiting faculty, staff and guest speakers.
Performs other duties as assigned.
Position Requirements

	· Skills & Knowledge

· In-depth knowledge of office procedures

· Strong organizational skills

· Proficient with computer applications

· Strong interpersonal skills
	· Experience

· Two plus years of office experience in a related field, with some autonomy
	· Education

· Associate’s degree or the equivalent.
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