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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  ADMINISTRATIVE ASSISTANT TO THE                                              



ATHLETIC DIRECTOR

1.00
GENERAL STATEMENTS

1.01 POSITION SCOPE

a. The Administrative Assistant to the Athletic Director is responsible for performance of clerical duties to include knowledge and skill in word processing packages, transcription, and computer related input and retrieval skills and for coordination of office duties.

b. The Administrative Assistant participates in the formation of general college policies as a member of Standing Institutional Committees or through appointment to a task force or consultant group by the President.

2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship:  Athletic Director

b. Function/Category of Position:  Support Staff

c. Terms of Employment:  Hourly Position

d. Salary Category: I

2.00 Supervision 

a. Supervision Received:

· The Administrative Assistant to the Athletic Director reports directly to the Athletic Director.

b. Supervision Exercised:

· The Administrative Assistant may supervise student assistants or Job Service trainees assigned to the office.  
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2.01 Key Areas of Responsibility




 

a.  Development of a sense of cooperation coupled with genuine what can I do to help attitude in performance of duties.

b. Greet the public, including students, in a positive and professional manner suitable to the position.

c. Actively support the goals, mission and values of the college.

d. Assist in handling student requests for information.

e. Prepare and process correspondence for the Athletic Director, answer and screen telephone calls, maintain confidentiality while processing sensitive materials.

f. Perform general office correspondence for the Athletic Director, assist in maintaining calendar and schedule appointments.

g. Maintain filing system and maintain control of items out of file.

h. Compile and condense statistical data for reports and records.

i. Maintain correspondence and call-up files.

j. Prepare and mail required forms to NJCAA, Commissioner and Region VI Directors.

k. Prepare and process Scholarships/Letters of Intent for athletics and activities.

l. Gather and maintain files on athletic physicals and parents insurance forms, make copies for distribution to athletic trainers and coaches.
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m. Maintain file on athletic injuries, make phone calls regarding the injuries, and prepare purchase orders for claims ACC will cover.  

n. Issue keys and gas credit cards to employees using college vehicles.










o. Compile and maintain a working record of driver’s licenses for employees/students.  Regularly update them with the insurance company.

p. Coordinate the use of athletic facilities.

q. Perform other duties as assigned by the Athletic Director.
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.

