Working Title:          Administrative Assistant
Job Classification:    Office/Clerical

FLSA Exemption:     Non-Exempt

Department:              Advancement
 

Purpose:

This is a highly responsible clerical position performing a variety of general office tasks for the Office of Advancement. 

Nature of Work:

The Administrative Assistant plays an important role by providing clerical support and participating in all Advancement related activities including events, Foundation relations, donor and alumni relations, mailings and campaign functions.
Duties and Responsibilities: 

· Greets individuals calling in person or by telephone; resolves problems when possible, or when necessary refers the caller to appropriate person. 

· Types articles, minutes, reports, forms, departmental requests, and other documents from copy or rough draft, including confidential material; proofreads typed copy. 

· Receives, sorts, and routes mail; composes some routine correspondence.      

· Attends Departmental meetings, takes minutes of the same and makes suggestions for improvements at said meetings when warranted. 
· Helps schedule meetings, appointments and facility requests; coordinates refreshments, catering and transportation as needed. 
· Communicates with vendors to order promotional items as directed by supervisor.
· According to established guidelines, record donations into database; update information into the database, and prepare all necessary acknowledgement letters and other correspondence. 

· Assist the Director of Community and Foundation Relations with preparing for special events, such as fundraising campaigns and fund drives as well as other special projects as assigned. 
· Completes all copying and filing. 
· Conduct preliminary research on prospective corporate foundation and individual donors as needed.
· Responsible for clipping press releases regarding SGC news.
· Reports to work as scheduled by immediate supervisor. 
· Performs other duties as assigned by supervisor. 
Required/Desired Knowledge, Abilities and Skills:

Considerable knowledge of business English, spelling, punctuation, and arithmetic. 

Considerable knowledge of Microsoft Office software suite (Word, Excel, PowerPoint, Access) and Outlook and various office machines such as photocopier and facsimile. 

Ability to maintain administrative, fiscal and academic records, some of which are confidential. 

Ability to establish and maintain effective working relationships with institution officials, administrators, and employees. 
Effective verbal and written communications and interpersonal skills 
Ability to organize and prioritize work. 
Considerable customer service skills. 

Required Education and/or Experience:

Associate degree preferred; high school diploma required; two years working experience desired in public relations, business or customer related fields.  

Supervision:
 
The Administrative Assistant for the Office of Advancement reports to the Director of Community and Foundation Relations.

 
 
