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Job Title: Click or tap here to enter text. 




Department: Click or tap here to enter text.
Position Reports to (Position Title):  Example: Director of  Financial Affairs


Effective Date: Click or tap to enter a date.
Salary Range: Click or tap here to enter text.
	Position Class
	Position Type
	Please indicate
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Example: The Administrative Assistant will be responsible for providing administrative support to the department. Day-to-day responsibilities include managing schedules and meetings, answering phones, responding to emails, identifying, and prioritizing items for action, planning and executing office administration. The Administrative Assistant works with a diverse group of external callers and visitors as well as internal contacts at all levels within the University. 

[image: image8.wmf]Supervisory Responsibilities:


For each subsequent section type out the information first and then add the bullets. 

Examples:

· None.

· Interviews, hires, and trains new staff. 

· Oversees the daily workflow of the department.

· Evaluates performance and provides timely feedback.
· Helps to resolve employee issues and disputes.
· Handles discipline and termination of employees in accordance with company policy.
[image: image9.wmf]Duties/Responsibilities:


Examples: 

· Provide leadership in the development and assessment of initiatives, which supports the University’s mission, vision, and strategic goals.

· Effectively communicate with diverse audiences and constituencies through different channels.

· Respond in a collaborative manner, to the needs and concerns of colleagues, students, parent, and stakeholders.

· Provide excellent customer service to all internal and external partner.

· Assist with the implementation of departmental, division, and University programs and initiates as needed.

· Organizes and prepares for meetings and events hosted by the department.

[image: image10.wmf]Required Skills/Abilities:

 

Examples: 

· Excellent verbal and written communication skills. 
· Excellent time management skills.

· Strong analytical and problem-solving skills.

· Ability to prioritize tasks and to delegate them when appropriate.

· Proficient with Microsoft Office Suite or related software.

[image: image11.wmf]Education, Certificates, Licenses, and Experience:


Examples:
· Bachelor’s degree in related field preferred. 

· SCCC or CSCS certification required. 

· At least one year of related experience required. 

[image: image12.wmf]Physical Requirements:


Examples: 

· Must be able to lift and carry equipment and supplies weighing up to 20 pounds.

· Must be able to bend, stoop, and reach.

· Manual dexterity to efficiently operate a computer keyboard and other business machines.

· Adequate hearing to communicate effectively in person and by phone.
Important Note

This is not an exhaustive list of all responsibilities, duties, and/or skills required for this position. The University reserves the right to amend and change responsibilities to meet organizational needs.  
Acknowledgment 

I acknowledge receipt and understanding of this job description.  I verify that I am capable of and willing to fulfill all essential functions of this position.  I am willing to be flexible and willing to do various jobs that are not listed, as the need arises. 

Employee Name______________________________________________________

Employee Signature ___________________________________    Date____________ 
Supervisor Name______________________________________________________

Supervisor Signature ___________________________________    Date____________      
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