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Job Description


March 12, 2010
Dept: Biological Sciences


Position Title:

Representative

Grandfathered Title: 


Classification:           Representative


Incumbent:                

DESCRIPTION OF WORK:

General Statement of Duties:  Incumbent coordinates the administrative processes for the Biological Sciences department.  The incumbent performs a variety of highly skilled secretarial and clerical duties including ordering and receiving biological and chemical supplies, registering students and scheduling courses. Assists with the supervision of work study students. Reports to the Department Chair.


Supervision Received:  General Supervision


Supervision Exercised: Supervises Student Employees


Education:    Bachelor degree preferred, or extensive experience.


License or Certification: N/A


FLSA:                             Non-exempt


Occupational Group:    Para-Professional


Essential Duties and Responsibilities*
Handles a wide range of situations involving the clerical and administrative operations of the department, including registering students, submitting overloads for faculty, following paper work for adjuncts. 
Coordinates and organizes semester schedules for undergraduate and graduate classes; solves problems related to course scheduling, and assigning classrooms. Places book orders for all undergraduate and graduate classes and labs
Interfaces with a wide range of officials in and outside of the institution regarding department programs and communicates with other departments in the university. 

Performs regular and specialized functions in support of department professionals to meet department goals. Independently collects data and processes complex and lengthy reports Compiles course evaluations by students for faculty.

Makes decisions within the parameters set forth by the department.  In the supervisors absence, may be required to make discretionary decision making. May train, supervise, and evaluate clerical staff and/or work study students.  Assist Representative in the Nurse Anesthesia Program in his/her absence. Recommends new procedures for changing situations. Makes recommendations for revision of documents where appropriate and for increasing efficiency in the Department for paperwork and other materials requested by faculty.

Assists with department budget; monitors and maintains department budget using spreadsheet applications.  Verifies department expenditures using the CARS data base system to determine accuracy of all records.  Informs all faculty of monthly expenditures for their classes. Requisitions supplies, printing, maintenance, furniture, equipment, and other services
.
Provides information to the Facilities Operations Department for necessary repairs and other maintenance work. Negotiates prices with vendors, orders supplies. verifying vendor invoices and forward to accounts payable. Processes and sees that appropriate schedules are followed for laboratory equipment maintenance contracts.  

Handles highly confidential records regarding students, personnel, and administrative matters; ensures that confidential data is contained and access is limited to designated personnel.  
Performs other duties as assigned.  Additional requirements: Excellent computer skills, all Microsoft products and Excel; scheduling; travel arrangements; communication skills.

QUALIFICATIONS FOR APPOINTMENT
The successful candidate will be detail orientated and possess excellent organizational skills; willing to take initiative; and have strong multi-tasking skills. Knowledge of software programs such as Microsoft Office required.  Bachelor’s degree preferred.  Please submit cover letter and resume to Human Resources, Re: Representative-Biological Sciences, Webster University, 470 E. Lockwood Ave., St. Louis, MO 63119. Webster University is an Equal Opportunity, Affirmative Action Employer; women and minority candidates are encouraged to apply.

Physical Requirements: Within the general range of an office environment. Will receive live scientific specimens and chemicals in the Biological Sciences Office.
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