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Position Deseription for
Administrotive Assistont to- Admissions & Student Services

Posutton Tutle:  Admunistrative Assustant to- Admissiony & Stuwdent
Services

Reporty to: Durector of Admissions & Student Services

Stetws, 30 howry a week (8 am to- 3 pm)/$315.00 an howr plns benefits

Mission of Positlon: The Administrative Assistont serves as e
coordinator for He Office of Admissiony and Student Services and sholl
provide organizotional and. adwministrative support to-the Divector of
Admissions & Student Services and partner witiv the Drector to-
endrance tHhe seminory’s commumnicotion witiv, hospitality for, and
services to- the student bodly.

Areas of Responsibility & Primary Duties

The Assistant b responsible for a varlety of dutiesy and activities that
support Recruitment; Admissions, and Student Services at Phillips
Theologieal Seminary. (The omisston of specific statements of duties
doesy not exclude them from the positlon Uf the work v simidar, related,
or a logleal assignument to- tive position.)

o  Maintain cuarrent fles and. docuwments related to- all stuodent
services resouarces, policies, procedinres, and progroms (eg. Trowvel
Gronty, Cownseling Services, Writung/Tutoring Services, Texthook
Vouwchery, efe.)

o  Mauntain Stwdent Services Moodle site & Student Services section
of SharePoint

o Develop/publisiv weekly student newsletter (THE UPDATE)
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o Create weekly annowncement PowerPount presentation

o  Maintain all Student Services-related information on the website

o Coordinate He student scholorship thank yow letter compaign un
collaboration witiv the Stewardshuip Office

o Provude planning, cotering orrongements, and handsg-on service

o Care for the physical spaces afflliated witiv Student Services
(chapel plants, kitthen, kifthew storage vault, Student Commony,
bulletun boardy, efe:)

o AUt withv the planning, organization, and implementotion of
major stundent services events Huwoughowt e academice year, such
o Hhe spring awards day lunciheon, senior banguet, and
graduation

o Offer adminustrotive support to- e Director of Admissions &
Student Services, inclumding, but not Lumited to;, scheduling
meetingy, assisting withv drafting and editing reports and
materialy, monitoring progress on projecty and tasks as assigned,
maiintfaining Outlook calendar and contoacts, arswering phones,
drafting, proofing, and sending correspondence (wirich inclunoes
letters, formy, technical materialy, excel spreadsieets), organizing
officlal fley and recordy, processing check requests, and serving as
secrefory as needed for meetingy related to-the work of tie
department

o Provude relief support for Hhe seminary receptionist

o Create an office atmosphere wiricihe by wifing to- visifors, students,
focudty and staff.

Qualifications:

The successful candidate wll possess Hive following:

o Bachelor's degree preferred but not requined

o Minbmum of 5 years successful administrative assistont’/ office
management experience (experience Un an educational
erarronment a plns)
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Experience i coordinating the unternal day ~to-day operotions of
wsing sound judgment; uniflative, and discrefion

Proficient use of Microsoft Office/Office 365 uincluding but not
Umited, to- Word, Excel and PowerPoint; as well as otiver general
offuce equipment

AbUlity to- manage large mail-merge projects

Foamidioarity withv and ability to- nasigate databases and Learning
Management Systems

Excellent interpersonal/ written communication skills

Acute attention to- detoil

Sevusitivity to- working un a mudttentural and very diverse setting
Strong organizotional skilly witiv the ability to- manage competing
respovsibUUities, prioritize projects and detoils, and meet
deadlines

Abllity to- work independently and as o member of a team witiv
emplrasiy on collaboration and tact professionalism,
confldentiality and flexipidity are critical to- suecess ity role



