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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  ADMINISTRATIVE ASSISTANT TO SENIOR ADMINISTRATION
1.00
GENERAL STATEMENT

1.01 Position Scope

a. Responsible for administrative assistance in the areas of Curriculum, Campus Administrative Support, and Senior Administrative Support, with knowledge and skills in the operation of technology and data bases.  
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    Position Function and Category

a.
Reporting Relationship:

Reports to the Dean for the Iola

                                                                        Campus
b.
Function/Category of Position:
Support Staff

c.
Terms of Employment:

Hourly/Full-time 12 Month Position

d.
Salary Category:


II
2.01 Supervision

a. 
Supervision Received:
Reports directly to the Dean for the Iola

                                                            Campus





Reports indirectly to senior administration

b.
Supervision Expected:
Supervises work-study students as assigned 

2.02 Key Areas of Responsibility


a. CURRICULUM
1. Assist in preparing, compiling, and posting common course outlines.
2. Assist in compiling textbook requests and posting to the proper areas.
3. Provide and post committee minutes to specified committees.
4. Coordinate with the VP of Academic Affairs and KBOR for new / revised course(s) and new / revised program(s).
5. Maintain Course Inventory and Program Inventory in KBOR data bases.
6. Assist in maintaining articulation agreements.
b. ADMINISTRATIVE SUPPORT
1. Assist Dean in monitoring classes on the Iola Campus.
2. Prepare and process correspondence for the Dean. 
3. Maintain confidentiality while processing personnel information.
4. Manage course syllabi and faculty office hours. 
5. Maintain information for personnel in the mentoring and tenure processes.

6. Assure faculty absences are recorded in the leave scheduler.  

7. Update faculty and staff handbooks.

8. Coordinate with Human Resources on all personnel directory updates.
9. Coordinate room and facility scheduling for non-athletic areas and community events.
10. Input and make changes on the Course Schedule as assigned by the Dean.

11. Assist with student evaluation processes.

12. Assist with faculty evaluation processes.
13. Generate faculty contract requests for full-time faculty and adjuncts.
14. Assist in maintaining academic budget records, and preparing and maintaining purchase requests.

15. Assist students as needed.

16. Perform all other duties as assigned by the Dean for the Iola Campus.
c. SENIOR ADMINISTRATION SUPPORT
1. Input academic calendar on the portal and maintain updates.
2. Assist with tracking academic website sections with catalog updates.
3. Assist in preparing documents and reports as assigned. 
4. Assist the President and Vice President for Academic Affairs when requested.

5. Assist with convocation packets, and conduct the administrative assistant breakout session.
6. Assist in updating and posting college policy changes. 
7. Assist other areas of the college as assigned.
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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.
