Posution Deseription for
Adminustrotive Assistont to- Admissionsy & Student

Services
Lassificotion
non—exempt
Salary Grode/Level/Family/Range:
Al3
Position Tite:

Administrotive Assistont to- Admissions & Stwdent Services

Reporty to:
Durector of Admissions & Student Services

Dote Created/Resvised:
May of 20149

Mussion of Position
The Administrative Assistant serves as the coovdinator for the
Office of Admissions and Student Services and shall provide
organizotional and. adwministrative support to-the Director of
Admissiony & Student Services and portner witiv the Durector to-
enhance the seminary’s commumnication withv, hospitadity for, and
seirvices to- the student body.

Essential Functrons,
Reasonaple accommodations may be made to- enable undiatdunals
Wwwmwywwﬁvmwwmwww

o Offer adwministrative support to- e Director of Admissions &
Stwdent Services, uncluding, but not lumited to, seheduling
meetings, assisting withv daafting and editing reportsy and



moterials, monitoring progress ovw projects and tosks oy assigned,
maintfoining Outook calendar and contacts, arswering phones,
rofting, proofing, and sending covrespondence (wirich unclnoles
letters, formy, techunical materialy, excel spreadsiveets), organdizing
officlal flley and recordy, processing check requests, and serving as
sechefory and faking minutes as needed. for meetings related to-tive
work of He department

o Maintain current fles and documenty related to- all student
services resourees, policies, procedures, and programs

o  Mauntain Student Services Moodle site & Student Services section
of ShovePount

o Develop/publisiv weekly stndent newsletter (THE UPDATE)

o Create weekly annowncement PowerPount presentation

o  Mainfoin all Student Services-related unformation on Hie wepsite

o  Assist withv Hhe planning, organization, and implementation of
major student services events Huwoughouwt e academice year, such
o5 the spring awards day luncheon, senior banguet; ano
graduation

o Provide planning, cotering arrongements, and hands-on service
and hospitality for community meals and special student-related
events

o Coordunate the student scirolorshup Hank yow letter compoign un
collaboration witiv the Business Office and Adsancement Office

o Core for the physical spoaces affllioted witiv Student Services
(chapel planty, kitthen, kifchen storage vault, Student Commony,
bulletun boards, efe.)

o  Provide relief support for the seminory receptionist

o Create an office atmosphere which by wwiting fo- visitorsy, stuodents,
facudty and stoff.

Competfencies:
o Proficient use of Microsoft Office/Office 365 nclunding but not
Lmited to- Word, Excel and PowerPoint, as well as othver
general office equipment



o Familiority witiv and ability to- nawvigate databpases, Stuolent
Information Systems, and Learning Management Systems

o High comfort-level navigating a wide variety of techmnological
tooly and resources, along witiv the ablity to- assist stuoents

o Excellent interpersonal/ written commumnication skills

o Capability to- execunte large mail-merge projects

o Semsitinity tor working un a mudtlendtural and very diverse
setting

o Strong organizationel skills witiv tive apility fo- manage
competing responsihiities, priorifize projecty and details, and
meet deadlines

o Acute attention to- defail

o  Ablity to- manage large mail-merge projectsy

o Ablity to- work undependently and ay o member of a team withv
empiasis on collaboration and. tact; professionalism,

confldentiality and flexipility are critical to- sucecess n iy
role

Supervisory Responsibulifies:

Nowne

Work Ewnnvironment:
This job primarly operated un o clerical office setting. This role
rowtinely wses standard office equipment seiv as computers,
phones, phhotocopiers, and maill macihines.

Physical Demandy
Wihen special events are seheduded, tis positlon reguives He
oty to- stand for
long periods of time, Uft and carry boxes of materials, and work
extended houry.

Position Type/Expected Howrs:



This position i full-time. Regular howrs are 8 am fo- 5 pm withv
an howr for uncl. Evening and weekend work may be reguived
dwring certain seasons within the academic yeor.
Trovel:
Nowne
Required Edwncation/Experience:
o Bachelor's degree preferred but not requived
o Minimum of 5 years successful administrative assistont/ office
erswrtronment a pling) coordinating the uintfernal day-to-day
supervision, using sound judgment, unitlative, and discretion

Otirer Duties:
Please note Haiy job description v not designed. to- cover ov contain
o compreensive Listing of actiities, duties, or responsihbilities
that are requived of the employee. The omission of specific
statements of duties does not exclunde Hem from the position Uf Hhe
work W simidar, related, or a logical assignment to- e position.
Duties, respovsipilifies, and activities may change ot any tume
witiv or witivout notice.

Synature:

Employee signature below covstitutes the employed’s understonding of
Hie requirements, essential functions, and duties of Hhe position.

Employee: Date:







