SOUTH GEORGIA COLLEGE
Job Description
 

Working Title:          Assistant to the Vice President for Academic Affairs
Job Classification:    Office/Clerical
FLSA Exemption:     Non-Exempt
Department:              Academic Affairs

 

Purpose:
 This is highly responsible secretarial work in providing administrative assistance, clerical support and secretarial services to the Vice President and President.  Work involves responsibility for providing secretarial services and for relief of delegated program and administrative details.  The employee is required to exercise considerable initiative, independent judgment and discretion in performing administrative work and in screening calls, visitors, and mail; in arranging conferences and meetings; in maintaining appointment schedules; in answering and disposing of requests for information, and in general public relation activities.  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

· Works independently to manage the work flow of the Academic Affairs’ office.

· Provides assistance to the Vice President and President by screening calls, visitors and mail; interpreting organization policies, rules and regulations; answering letters and general correspondence; planning appointment schedules and making travel reservations; and processing confidential matters. 

· Performs responsible public relations duties through contacts and associations with visitors, state officials and the general public; in general acts in a liaison capacity for the Vice President and President.

· Makes arrangements for conferences or meetings, which includes assisting in preparing the agenda, gathering and compiling data and contacting participants.

· Enters and maintains the course schedule in the student information system (Banner); prepares the Final Exam Schedule and updates the web with current schedule information.

· Maintains SGC Catalog, Faculty Handbook and Statutes.

· Performs data entry and maintenance for the faculty information system (PeopleSoft).

· Prepares and mails faculty vacancy announcements, prepares ads for publication in area newspapers, prepares correspondence to persons who respond to ads.

· Maintains all faculty files; collects and updates credentials.

· Prepares and maintains faculty contracts, lists and charts. 

· Submits data transmissions to the University System of Georgia System Office as needed.

· Prepares letters at the end of each semester to send to students on Dean’s List, Part-time Dean’s List, Academic Suspension, Academic Probation, Academic Warning, and Learning Support Suspension.
· Prepares special reports, letters, announcements; answers requests for information which may include completing questionnaires and compiling data from files.

· Maintains and updates files as needed.                                               

· Prepares travel authorizations, travel expense statements, registrations and room reservations.

· Reconciles monthly budget.

 
Exceptional Functions

· Assists students in registration.

· Attends and takes minutes for various campus meetings.

· Performs duties of secretary for college committees or councils.

  

Required/Desired Knowledge, Abilities and Skills:

· Thorough knowledge of the principles of office management and of modern office procedures, systems and equipment; ability to apply this knowledge to difficult problems. Computer programs utilized include electronic mail, Banner (student information system), Windows, Word, and PeopleSoft (faculty information system), Adobe, Outlook, and Crystal Reports.

· Thorough knowledge of the laws, rules, regulations and policies of the institution and the Board of Regents.                          

· 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 secretarial 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 plan, organize and supervise the work of student assistants or other clerical workers.

· 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:

· Associate degree in business administration, secretarial science, or related field required; at least five years experience in administrative support or in responsible secretarial work; or any equivalent combination of training and experience. 

· Extensive knowledge of business English, spelling, punctuation, arithmetic and possession of an excellent vocabulary, including technical terms peculiar to several pertinent fields.         

 
Supervision:
The Assistant to the Vice President for Academic Affairs reports to the Vice President for Academic Affairs.
