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JOB DESCRIPTION 
 
JOB TITLE:   Senior Office Assistant, Arts and Sciences/Institutional 
    Effectiveness 
 
REPORTS TO:         Dean of Arts and Sciences/Associate Dean of  
 Institutional Effectiveness 
 
BASIC FUNCTION:    Provides administrative assistant services to the 

Academic Dean/Associate Dean and faculty support 
services to the Division faculty. 

 
CLASSIFICATION:      Supervisory and Career Confidential 
 
DUTIES AND RESPONSIBILITIES: 
 
1. Performs receptionist and clerical duties including, but not limited to, providing 

information, taking meeting minutes, maintaining office calendar, and maintaining 
effective community and campus relationships. 

 
2. Prepares, distributes, and files Division communications. 
 
3. Maintains and provides security for Division administrative faculty and student files, 

tests, and course materials 
 
4. Orders office and faculty supplies and textbooks, test banks, and all other ancillary 

materials. 
 
5. Maintains program manuals, course objectives and syllabi. 
 
6. Assists the Dean in monitoring the contract renewal process with any affiliate 

agency. 
 
7. Schedules faculty applicant interview appointments for the Dean and prepares 

related communications and personnel forms, as required. 
 
8. Works with full-time and part-time faculty members to assist with typing, copying, 

scanning, textbooks, course materials, tests, syllabi, etc. 
 
9. Processes instructor evaluations by students. 

 
10. Assists the Dean with scheduling students for advisement. 
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11. Coordinates use, maintenance, and repair of Division copier, typewriters, scanners, 

printers, etc.  
 
12. Inputs schedules of classes into the System. 
 
13. Inputs budget requisitions and Capital Outlay budget ordering into the System. 
 
14. Assists the Dean with payroll, BPE Certification, and distribution for the Divisions 

(full-time and part-time faculty). 
 

15. Maintains contact lists and login credentials for institutional effectiveness systems. 
 

16. Performs other duties as assigned. 
 
 
 
MINIMUM QUALIFICATIONS: 
 
Standard high school diploma or GED required.  Must be able to perform a wide 
variety of general office duties, with emphasis on clerical skills and accuracy in 
keyboarding.  Word processing skills required.  Knowledge of additional software 
packages preferred. 
 
Keyboarding Speed:  45 net words per minute with 95% accuracy 
Data Entry 1 – Vendor 6,200 Keystrokes per hour with 95% accuracy 
Proofreading 1:  70% accuracy  
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