SOUTH GEORGIA COLLEGE
Job Description
Reclassification Revision:  01/2007
 

Working Title:          Director of Special Projects and Assistant to the President
Job Classification:    Administrative
FLSA Exemption:     Administrative
Department:             President

 

Purpose:
The Director of Special Projects is responsible for overseeing the planning and execution of special projects as assigned by the President including, but not limited to, all aspects of the College’s customer service.  This is highly responsible position to the President.  The employee is required to exercise considerable initiative, independent judgment and discretion in performing work.  Work assignments are usually received with only broad statements of objectives and are performed with considerable independence.  Work is normally reviewed on the basis of results obtained.

 

 
Nature of Work:
Essential Functions

· Coordinates the day-to-day activities for the College President, to include prioritizing work assignments, scheduling and maintaining calendar for meetings, speaking engagements and public appearances.
· Serves as the primary point of initial contact for internal and external constituencies on all matters pertaining to the College President.
· Provides assistance and represents the College President as appropriate in communicating with internal and external constituents.
· Independently researches, prioritizes, and follows up on multiple incoming issues and concerns addressed to the President, including those of a sensitive and/or confidential nature; determines appropriate course of action, referral, and/or response.
· Participates and represents the College President on College committees and task forces as directed.
· Working with Executive Director of College Relations, prepares executive summaries and draft responses for the President’s review.
· Provides staff support for committee meetings and written updates to the President as required.
· Serves as primary liaison with internal departments and external constituencies overseeing projects and issues requiring direct response and guidance from the President.
· Provides assistance and guidance in planning, implementing and maintaining programs and projects and monitoring their progress and providing periodic updates to the President.
· Acts as initial contact person for issues pertaining to customer service.
· Represents SGC as Customer Service Champion working directly with USG Office of Customer Service responsible for writing and implementing annual CS Initiative Projects.
· Working with Executive Director of College Relations, organizes special events on behalf of the College President.
· Working with Executive Director of College Relations, works directly with Special Events Committee, serving as a liaison for events sponsored/hosted by the President.
· Prepares comprehensive reports.
· Manages a variety of special projects for the College President, some of which may have institutional impact.
· Provides direct interaction with members of the President’s Cabinet for assistance in resolving day-to-day issues and prioritizing items requiring the President’s attention.
· As instructed by the President interacts and coordinates with University System of Georgia staff to ensure reports and other documents are submitted to the USG in a timely manner.
· Working with the Executive Director of College Relations, conducts research and drafts speeches and written public statements in consultation with the President, and prepares background information for meetings and public events.
· Assists College Relations with internal and external communications.
· Directs overall management of the President’s Office and any additional office staff.
· Performs other duties as assigned by the President.
 
Exceptional Functions
· Emergency recall to duty after hours.
 
Required/Desired Knowledge, Abilities and Skills:

· Must be detail oriented and have excellent interpersonal skills as well as proficient verbal and written communication skills. 
· Prior supervisory/management experience is very desirable.
· Must possess energetic and outgoing personality and be able to relate to the concerns of a diverse working body, student population and the general public. 
· Computer experience in Banner, Windows, and other Microsoft applications is preferred.
· Thorough knowledge of the principles of office management and of modern office procedures, systems and equipment; ability to apply this knowledge to difficult problems. 
· Thorough knowledge of the laws, rules, regulations and policies of the institution.                          
· Ability to take, transcribe and type complex, technical and confidential dictation accurately and rapidly, and to compose effective and accurate correspondence.
· Ability to work independently on responsible and confidential assignments and tasks.
· Ability to maintain complex administrative, fiscal and academic records and to prepare statistical, scientific and fiscal reports, and to provide complex information from such records.
· Ability to establish and maintain effective working relationships and to make contacts with superiors, subordinates, associates, administrators and the general public; and to effectively and discreetly convey information.
 

Required/Desired Education, Experience and Necessary Qualifications:

· High School diploma required.  Associate degree in business administration or secretarial science preferred; at least five years experience in administration and/or customer service; or any equivalent combination of training and experience. 

· Excellent written, oral communications and people skills.

· Ability to supervise and delegate responsibilities to others. 

 
Supervision:
 
The Director of Special Projects reports to the President.

