University of Michigan

Office of Lesbian Gay Bisexual & Transgender Affairs

Division of Student Affairs

Position Description
January 2005

Administrative Coordinator & Programming Assistant

This position is responsible for managing and assisting in the fiscal, personnel, and administrative support activities for the office in consultation with the Director.  Fiscal responsibilities include establishing controls to maintain budget limitations, preparation of financial reports on revenue expenses in operating and other accounts, managing payroll, and monitoring office accounts.  Administrative support activities include participating in planning activities for the office (including programming and educational efforts), assisting in developing and implementing office policies and procedures, special projects as requested by the Director and serving as the office’s liaison to the university, student, and surrounding community as requested.  

Basic Function and Responsibility of all Staff

Perform routine clerical work; receive and route phone calls; answer inquiries and give directional assistance; distribute incoming and outgoing mail; maintain office files and facilities/work area; provide office assistance where needed for other LGBTA staff; work as a team member with the LGBTA staff.

The characteristic duties and responsibilities of the Administrative Coordinator & Programming Assistant include, but are not limited to:

· serving as the executive assistant to the director

· providing administrative support to the assistant directors

· budget management and fiscal organization

· payroll coordination and management

· providing quality customer service to office visitors

· providing information and referrals for members of the community through the maintenance of a resource database

· managing the LGBTA e-mail account

· maintaining the office’s website

· coordinating the office’s educational brown bag series

· coordinating the office’s lbt women’s and gbt men’s discussion groups

· maintaining the  Jim Toy Library

· serving as the liaison to the Information Technology Department

· volunteer coordination

· maintenance of office staff schedules

· maintenance of important notes and minutes

· office coverage

· supervision of staff administrative interns

· other special projects and duties as assigned

Miscellaneous

While the aforementioned duties are the priority for this position, all staff are expected to be available and willing to perform other duties necessary to the effective functioning of LGBTA as a whole.

You are encouraged to manage your time in such a way as to allow for adequate time to complete your job responsibilities within your allotted hours.  Overtime will be given at the discretion of your supervisor.  Overtime should be approved in advance.

Supervision Received

General supervision is received from the Director of LGBT Affairs.

Supervision Exercised

General supervision is exercised over administrative intern staff.

Desired Qualifications:

· Bachelor’s Degree or equivalent combination of education and experience necessary

· Experience working with college-age students

· Familiarity with current computer software

· Fiscal management experience

· Experience working in the LGBT community

· Excellent written and oral communication skills and experience

· Public Relations experience

· University environment experience helpful

· Student leadership experience helpful

· Programming experience helpful

· Customer service experience

· Commitment to LGBT concerns and civil rights

Compensation:  $26,000-28,000 annually; full university benefits

Deadline for Applications:  Friday, November 12, 2004

Send Applications to:

Contact Information
Projected Start Date:  Monday, January 3, 2005

