	UC Davis Job Opportunity 


	 

	Office Coordinator 

	.

	VL# (Not Assigned) (100% time)
Office Coordinator (___Assistant II) 
$2,398.00 - $2,975.00/Mo 
(Salary stated full time, actual salary based on hours worked)
Final Filing Date 

This position is located in: Lesbian, Gay, Bisexual and Transgender Resource Center (LGBTRC) and is represented by a union. Working hours: 8 am - 5 pm. 
The Department is comprised of the Cross-Cultural Center and Lesbian, Gay, Bisexual & Transgender Resource Center. As a department, our mission is to promote cross-cultural understanding by providing educational programs for the campus community and leadership development opportunities for students. 

Responsibilities: Provide administrative support for the LGBT Resource Center including reception, clerical, filing database, budgetary and technical support, as well as back-up administrative support for the Cross-Cultural Center.  Maintain electronic calendar, schedule meetings, draft correspondence, and oversee all office functions.  Provide reception support, including answering the phone, providing information and tours of the LGBTRC and Cross-Cultural Center and assisting students.  Train and supervise student employees regarding office procedures.  Prepare, initiate and process DAFIS transactions for the department, including program funding and operating expenses, i.e., purchase orders, direct charges, invoices, entertainment and travel vouchers; maintains LGBTRC accounts, reconcile monthly ledgers; prepare monthly budget reports for LGBTRC using Decision Support.  Assist divisional technical support person with updating departmental computer software and departmental web site.

Requirements: Strong interpersonal skills to work effectively with persons of diverse ethnic, economic, and cultural backgrounds, sexual orientations, religions, abilities, including students, faculty, staff and the surrounding communities.  Excellent communication skills to express ideas clearly and concisely both verbally and in writing.  Ability to effectively present information to groups.  Skill to concentrate in an open work area and pay close attention to detail.  Ability to work effectively in a high traffic area.  Skill to prioritize workload, with frequent interruptions.  Experience working with PC and Macintosh computers and the Internet.  Knowledge of software including Microsoft Word, Microsoft Excel, and Microsoft Access.  Knowledge of fiscal management principles and campus financial information system (DAFIS) highly preferred, including transaction processing and Decision support; knowledge of payroll functions and PPS helpful.  Ability to work as a contributing member in a team-oriented environment.  Ability to interpret University policy and apply policies to the appropriate job function.  Ability to recognize and protect confidential information, and exercise judgment, tack and diplomacy in handling sensitive information and situations.  Creativity and innovation to improve office organization and equipment is desirable.  Supplemental Application Requirements: Supplemental requirements that must be provided by the final filing date: A completed Clerical Supplemental form. Conditions of Employment: Occasional overtime. Ability to work in a busy office setting with multiple interruptions.  No smoking in the workplace.


