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Position Title: Department Associate







Grandfathered Title: N/A










Classification: Para-Professional


Incumbent: 

DESCRIPTION OF WORK:

General Statement of Duties: Incumbent performs regular and specialized functions in support of the School of Business and Technology to meet departmental goals.  Assists with the planning and coordination of campus activities and special events.  Completes complex clerical assignments independently.  Performs a variety of highly skilled secretarial and clerical duties.  


Supervision Received: General Supervision


Supervision Exercised: None


Education: Two years college coursework and/or equivalency.


License or Certification: N/A


FLSA: Non-exempt


Occupational Group: Para-Professional


Essential Duties and Responsibilities*
Performs receptionist duties such as greeting visitors, answering inquiries, screening telephone calls and routing incoming telephone calls and mail.

Types/wordprocesses and disseminates course summary forms, requisitions, purchase orders, vouchers, memos, letters, reports and other correspondence.

Establishes and maintains filing and recordkeeping systems for department records.

Gives information in person or by telephone to students, staff, and the public applying knowledge of department policies, procedures, and programs.

Composes, prepares and distributes department correspondence to appropriate personnel.

Assists students with registration process by reviewing or completing registration forms and administering paperwork to appropriate departments.

Maintains or assists with maintenance of stock of department supplies, including monitoring inventory and reordering as required.

Copies and collates materials and sets up meetings and meeting rooms.

Assists the department with processing grades by providing instructors with grade sheets and processing forms.

Schedules or assists with scheduling appointments and maintenance of calendar of events for department personnel.

May assist in bookkeeping duties by monitoring department expenditures for budget purposes.

Maintains office files and personnel records.

Distributes or assists with distribution of faculty evaluations to students, prepares evaluation report, and dispensing of results to appropriate personnel.

May assist with supervision of work study students.

Maintains liaison with University departments and extended campus sites to assist with any administrative necessities.

May assist with arranging accommodations for prospective faculty including hotel reservations, car rental, meals, etc.

Receives and resolves student and office related problems; refers serious problems to immediate supervisor.

Performs other duties as assigned.

QUALIFICATIONS FOR APPOINTMENT
Knowledge of English, grammar, punctuation, and correspondence forms.

Knowledge of general office practices and procedures.

Knowledge of office equipment, such as computers, typewriters, copiers, and fax machines.

Above average typing/wordprocessing skills.

Knowledge of administrative computer applications such as database, word processing, design/graphics and publication programs.

Computer Literate.

Ability to communicate effectively, both orally and in writing.

Knowledge of University academic programs, policies, and procedures.

Ability to exercise important human relations skills in establishing and maintaining effective working relations with the University community.

Physical Requirements:  Within the general range of an office environment.

*Any one position may not include all of the duties listed, nor do the examples necessarily include all of the duties performed.

