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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  ADMINISTRATIVE ASSISTANT/SECRETARY

  FOR ADMISSIONS

1.00
GENERAL STATEMENTS

1.01
POSITION SCOPE


a.
Administrative Assistant/Secretaries are responsible for performance and 

 assistance of secretarial and clerical duties for assigned administrative and 

 management and supervisory staff.


b.
Administrative Assistant/Secretaries participate 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:  Administrative, Management and Supervisory as 

 assigned.


b.
Function/Category of Position:  Administrative-Management and 


 Supervisory/Support Staff


c.
Terms of Employment:  Hourly Position


d.
Salary Category:  I

2.02
Supervision


a.
Supervision Received:


-
The Administrative Assistant/Secretary reports directly to Administrative 

 Management and Supervisory Staff as assigned.
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b.
Supervision Exercised:


-
The Administrative Assistant/Secretary may supervise student assistants 


 assigned to the area and others as assigned in consultation with the Director of 

 Admissions.

2.03
Key Areas of Responsibility


a.  To Perform all standard secretarial duties including typing, filing, computer 



     input/output, reports and other duties as assigned.


b.  To greet the public, including students, in a positive and professional manner 


      suitable to the position by phone or in person.


c.  To actively support the goals, mission, and values of the college.


d.  To supervise students in an efficient managerial fashion.


e.  To schedule campus visits with prospective students and their parents.


f.  To register students for non-credit classes; includes having them complete 
   


     registration form and take check if applicable.


g.  Assist director with clerical support for major on-campus recruiting events (i.e. 


     Senior Day, College Planning Conference, early enrollment days, etc.)


h.  To manage office in professional, business-like manner.


i.  Perform other duties as assigned by administrative management and

  
    supervisory staff. as assigned.

Adopted ___________

Revised  ____________
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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.

