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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  ADMINISTRATIVE ASSISTANT TO THE PRESIDENT
1.00
GENERAL STATEMENTS
1.01  Position Scope
The primary function of the Administrative Assistant to the President is to help keep the President and his office operating at a high level of efficiency and competency.  The Administrative Assistant to the President will do this by maintaining an organized and effective workplace where the President is able to make difficult and critical decisions affecting the institution.  The Administrative Assistant will also provide invaluable support to the President by acting as receptionist to the President’s Office area by screening and troubleshooting calls and visits from the Allen community, assisting with the handling of correspondence and speeches by the President, and managing general areas of the office.  The Administrative Assistant must also maintain confidentiality.
2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category
a. Reporting Relationship:  

Reports to the President 

b. Function/Category of Position:  
Senior Administration Support Staff 

c. Terms of Employment:  

Hourly/Full-time 12 Month Position 

d. Salary Category:  


II
2.02 Supervision
a. Supervision Received:  

Reports directly to the President
b. Supervision Expected:  

Supervises scholarship and work study






students as assigned   
2.03 Key Areas of Responsibility
a. Primary Duties
· Provide high-level professional support to the President.

· Establish processes to resolve issues (tech and administrative) and problems with expedited referral of matters to the appropriate office for follow-up.

· Serve as a liaison to the President’s external constituents.

· Act as receptionist for the President’s Office area by answering, screening, and troubleshooting telephone calls and visits to the President’s Office. Must have excellent interpersonal skills.

· Assist with the correspondence coming into and going out of the President’s Office.  This would include facilitating communication for the President with both internal and external personnel.  This may include transcribing from a digital recorder, composing letters, and responding via email. 

· Assist with the preparation of various reports, process travel forms, and other reimbursements for the President for travel and events.
· Make all arrangements for President’s Council meetings.  In addition, the individual would be responsible for attending these meetings and taking minutes.

· Make all arrangements for Strategic Planning and Continuous Quality Improvement Workgroup meetings, which are held monthly.  In addition, the individual would be responsible for attending these meetings and taking minutes.
· Assist in making arrangements for the Board of Trustees meetings.

· Be available to take and prepare minutes of Board of Trustees’ meetings when the Record Clerk for the Board is not available.

· Be involved with or lead different events on the campus (i.e. Graduation, convocation, employee awards luncheon, etc.)

· Coordinate with Human Resources on all personnel directory updates.

· Exercise sound judgement especially when handling confidential and sensitive information.  Maintain confidentiality while performing all duties and responsibilities.
· Assist in maintaining academic budget records, and preparing and maintaining purchase requests.
· Assist students as needed.

· Work with the Foundation Office and/or the Business Office as needed.
· Assist other areas of the College as assigned.

· Perform all other duties as assigned by the President.  

b. Required Skills 
· Advanced computer skills and technical proficiency in Microsoft Office applications skills in the use of personal computers are required and should include a working knowledge of word processing, spreadsheets, data entry and retrieval, database management, as well as Microsoft Teams, Google Docs, and Google Drive.

· Strong skills in virtual meeting technology, communication and problem solving.

· Effective verbal, listening and written communications skills

· Individual should be able to compose and proofread correspondence in a timely and quality manner.

· Individual should be able to work independently and with limited supervision.

· Individual should be able to work cooperatively with others in a team-oriented environment.  The Administrate Assistant may be called upon to tactfully handle difficult situations and must maintain composure.

· Individual should be able to apply common sense understanding and critical thinking skills in carrying out detailed instructions and have the ability to deal diplomatically with problems that may arise.

· Individual must be dependable, flexible, cooperative, team-oriented, and able to handle multiple priorities in a confidential manner.  It is important that a professional appearance and positive attitude be displayed at all times, and a need to maintain confidentiality with the various aspects of the office is required.

· Individual must be prompt with a proven record of regular attendance.
· Commitment to diversity, equity, and inclusion (DEI). 

c. Minimum Qualifications
· Associate's Degree from a regionally accredited institution and two (2) years of administrative office support or related experience providing a wide variety of secretarial, administrative office support and/or administrative coordination activities. Bachelors preferred. 

d. Special Working Conditions
· May require some evenings or weekends

· May require prolonged periods of viewing a computer screen

· May be required to lift or carry up to 25 lbs.
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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.
