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POSITION DESCRIPTION 
 

ADMINISTRATIVE ASSISTANT 
 

Division:  Admissions     

Reports to: Executive Director of Undergraduate and Graduate Admissions 

Classification:  Full-time Staff  Revised:   August 11, 2020 
              

Reporting to the Executive Director of Undergraduate and Graduate Admissions, the 
Administrative Assistant works closely with the Admissions team and is responsible for 
performing a variety of key operations, data, event and administrative support functions for the 
Admissions team and Executive Director. 
 

RESPONSIBILITIES: 

 Candidate must assist with events, including maintaining registration lists, preparing name 
tags and other event materials, and working at events as assigned. Available for select 
evening and weekend events. 

 Ability to assist with managing social media accounts including Facebook, Instagram, 
Twitter and others as assigned and update website content, utilizing a web based content 
management system. 

 Aptitude to prepare data to support a variety of recruitment functions and initiatives. Prepare 
a variety of letters, correspondence, and presentations as assigned as well as email 
communications using an email platform tool. 

 Ability to schedule a variety of department meetings; coordinate set-up, technology needs, 
and catering; and prepare meeting materials. 

 Capable of processing departmental invoices for payment, keep detailed record of 
expenditures, and report/reconcile multiple department budgets on monthly basis. Prepare 
and process monthly expense reports. 

 

SUPERVISON RECEIVED: 

Direction and general supervision is received from the Executive Director of Undergraduate and 
Graduate Admissions 
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MINIMUM QUALIFICATIONS: 
 An earned Associate’s degree, Bachelor’s degree preferred and two or more years’ 

experience preferably in higher education or a combination of education and experience 
from which comparable knowledge and skills are required. 

 Prior event planning experience is a plus but not required 
 High level of proficiency with Microsoft Office including Excel, PowerPoint and Word as 

well as Microsoft Outlook calendaring and email and a willingness to learn to new 
technologies. 

 Experience managing a heavy volume in a deadline driven environment, and the ability to 
manage multiple short and long-term deadlines critical. 

 Strong writing and communication skills 
 Excellent customer service skills required 
 Detail oriented, highly organized and proven ability to multi-task fast-paced office. 
 Demonstrated professional and personal integrity and the ability to work independently as 

well as collaboratively. 

 

KNOWLEDGE, SKILLS AND ABILITIES: 
 Self-starter, ability to communicate effectively in written and oral form. 
 Flexibility and adaptability in an emerging and changing environment. 
 Ability to maintain confidentiality and manage confidential information. 
 Computer skills and proficiency with a variety of computer applications including word-

processing, and reporting platforms, as well as online calendaring and email. 
 
 
 


