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PLEASE POST/ANNOUNCE
Posting Date: October 22, 2015


Deadline: November 13, 2015 (or until position is filled)

	  POSITION
                     
	SALARY

RANGE
	QUALIFICATIONS/REQUIREMENTS


	DEPARTMENT/

OFFICE

	Administrative 
Assistant

Grade 5

Full-time 

Regular 

Hours: 35/week 

Monday-Friday 

8:30 A.M. - 

4:30 P.M.
	33,000 - 35,000 USD

	POSITION DESCRIPTION SUMMARY
This position is responsible for supporting the academic and administrative needs of the Dean of Studies, Assistant Dean, Director of Assessment, Coordinator of the Academic Skills Center, and the faculty. 
                                              ESSENTIAL FUNCTIONS
· Greets and assists visitors to the department professionally.  Answers, screens, and routes incoming telephone calls and emails, demonstrating a high level of customer service skill. 
· Opens, reviews, and distributes incoming mail and documents from other departments.
· Types faculty employment agreements, monitors faculty attendance at seminary events, and maintains a list of faculty publications and institutional involvement.

· Creates and maintains faculty personnel files.

· Maintains office calendar and schedules meetings.

· Prepares and coordinates materials for faculty meetings, committee meetings, and other special events as requested by the Dean of Studies.  Records meeting minutes.
· Supports the Assistant Dean in the maintenance of the advisor files, as requested. 
· Assists faculty with travel arrangements, as requested.
· Prepares part-time faculty payroll schedules under supervision of the Registrar.

· Assists the Dean of Studies in the distribution of faculty self-evaluations

· Assists with the SUMMA course evaluation process.

· Orders office supplies and stationery; processes office forms (e.g., travel expense summaries, check requests, etc.)

· Prepares and tracks faculty reimbursement schedules.
               ESSENTIAL FUNCTIONS CONTINUED

· Coordinates the syllabi approval process in conjunction with the Dean and Assistant Registrar.

· Maintains the Dean of Studies Office bulletin boards.
· Schedules and publishes MA thesis defenses.

· Supervises student employees (when applicable).

· Participates in applicable professional development opportunities.

· Other duties as assigned by the Dean of Studies. 
QUALIFICATIONS
· High School Graduate or G.E.D.

· Minimum two years of administrative support experience, with preference given to those in the field of higher education.

· Highly detailed oriented.

· Good organizational, communication and relational skills.

· Demonstrated experience and proficiency in computer hardware and software, including database applications and Microsoft Office Suite; willingness to learn the seminary’s student information system, Empower XL, is required.

· Knowledge of FERPA is preferred; ability to maintain confidential information is required.

· Commitment to supporting and advancing the seminary’s mission.
It is the policy of Sacred Heart Major Seminary to provide equal employment opportunity.

	Dean of Studies 

SHMS


	
	
	
	


Persons meeting the above requirements are welcome to apply.   Interested and qualified persons must send a resume and letter of interest to Ann Marie Connolly, Director of Finance/Treasurer and Director of Human Resources at the above address, or email connolly.annmarie@shms.edu. 

