Administrative Assistant to the Coordinator,

Cultural/Resource Centers

Diversity Development

Position Description

General Responsibilities:

This position offers administrative support for the Cultural/Resource Centers Coordinator and the graduate teaching assistant assigned to Diversity Development.  Computer support, documentation systems, calendaring, and review of hiring and training processes are among the major areas of responsibility.

Specific Tasks:

· Updates and edits all documents: staff position descriptions, application packets, and written reports or operations instructions

· Helps maintain all files, including Purchase Request records and Programming Logs

· Makes copies of all necessary documents and maintains records

· Replenishes supplies and materials as needed

· Creates computer folders and manages information

· Supports retreats, in-service meetings, social events, and other all-staff gatherings by organizing supplies and materials, creating necessary information papers, and assembling and reviewing agendas and programs

· Gives both logistical and support for staff training

· Performs other duties as assigned by the Coordinator and/or the GTA

Hours:  Minimum 10 hours/week, with option of flexible hours for high activity periods

Pay rate:  $7.05/hour

Period of Employment:  Fall/Winter/Spring Terms

Reports to:
Cultural/Resource Centers Coordinator



Diversity Development

