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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  CAMPUS SERVICES TECHNICIAN / ADMINISTRATIVE ASSISTANT
1.00
GENERAL STATEMENT

1.01
Position Scope

a. Responsible for operations of campus services and secretarial/clerical assistance to assigned administrative and management/supervisory staff. 

b. 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:  Reports directly to the Bookstore Manager. 

b. Function/Category of Position:  Support Staff 

c. Terms of Employment:  Hourly/12-month Position 

d. Salary Category:  I

2.02
Supervision

a. Supervision Received


Reports directly to the Bookstore Manager. 

b. Supervision Exercised


Supervises student assistants.

2.03
Areas of Responsibility

a. Responsible for duplication services including copying, sorting, binding, folding, laminating, etc.
b. Responsible for daily mail services including incoming and outgoing mail, sorting, distribution, bulk mailing, affixing postage, maintaining postage meter, obtaining postage, UPS, FedEx, Express Services, etc. 

c. Pick up mail in various departments on a daily basis. 

d. Assist with enrollment process including taking pictures and processing student identification cards, making posters, signs, etc. 

e. Prepare signage and order business cards/name tags for both campuses.
f. Prepare or assist in production of DVD’s and CD’s, as needed.  

g. Assist with preparation of the College Catalog, handbooks and manuals.
h. Order supplies and paper for the College.  

i. Schedule maintenance for copiers, printers, and other equipment in the department. 

j. Compile Board of Trustee agenda books each month, take minutes at Board meetings, and prepare minutes for posting. 

k. Assign mailbox keys to students and label employee mailboxes.  Notify students about packages by email. 

l. Print certificates of completion for Registrar and scholarship certificates for Financial Aid. 
m. Assist with Strategic Plan updates for administration. 

n. Other duties as assigned by the Bookstore Manager or administration.  Must be able to lift and push or pull 25 pounds.
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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.

