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POSITION DESCRIPTION

for

NON-INSTRUCTIONAL ACADEMIC STAFF
ADMINISTRATIVE STAFF

UNIVERSITY STAFF
	Official Title:
	Academic Department Associate

	Working Title (if applicable):
	     

	Department/Unit:
	     

	College/Division:
	     

	Reports to (official title):
	     

	Position Type: 
	  [image: image1.wmf]University Staff          [image: image2.wmf]NIAS            [image: image3.wmf]Administrative

	Supervisory Position:
	  [image: image4.wmf]Yes        [image: image5.wmf]No  

	Contract Basis: (if annual, indicate if less than 12 mo.)
	  [image: image6.wmf]Annual Year  [image: image7.wmf]Academic Year [image: image8.wmf]Expected Continuous Employment
     

	Appointment %:
	     

	Date Created/Updated:
	     

	Created/Updated By: (indicate name and title)
	     

	Position of Trust:
	  [image: image9.wmf]Yes              [image: image10.wmf]No (Defined as: Having access to vulnerable populations, property access, financial/fiduciary duties, and all executive positions)

	Position of Trust with Access to Vulnerable Populations:
	  [image: image11.wmf]Yes              [image: image12.wmf]No (Defined as:  Position requires unsupervised or significant access to minors, under the age of 18 who are NOT enrolled or accepted for enrollment at a UW System Institution, and medical patients)


1. Position Summary Statement

Reporting directly to the Chair of the ____________________________ Department, this position provides administrative support to the department.

The Academic Department Associate (ADA) exercises discretion and independent judgment in matters of significance to the operations of the Department and is delegated responsibility for the administrative matters internal or external to the Department. Independently and with minimal supervision, the ADA is responsible for administrative support in the following areas: policies and procedures, budgets and expenses, class scheduling and enrollment, and ongoing day-to-day operations of the department.  The ADA may be responsible for coordinating, training and supervising student workers within the Department.  Support to all students, faculty, and staff members within the Department is expected.

Normal working hours for this position are from 7:45 a.m. to 4:30 p.m.
NOTE:  Please indicate % of time associated with essential and additional duties.  Total combined must equal 100%.  
2. Essential Job Functions and Responsibilities.  What major duties are required for the position?  Include fiscal and supervisory responsibilities.
________% Budget and Records Management

Manage department financial transactions in consultation with the department chair.


Maintain control on the usage and tracking of the department procurement card and reconcile monthly billing statements.


Oversee all accounts, including grants and faculty start-up.

· Establish and/or maintain proficiency with the software associated spreadsheets and budgeting software.
________% Registration/Curriculum Management for the Department

Assist Chair in creating class schedule and scheduling classrooms for the semester in response to various parameters, i.e. room availability, course conflicts, faculty schedules, enrollment management, etc.


Identify and verify which course materials are required for courses each semester and that quantities are available.  Serve as liaison to textbook rental and bookstore, including assisting faculty with ordering course materials.

· Serve as the department liaison for the administration of the student evaluation of instruction.

Establish and/or maintain proficiency with the software associated with classrooms, course materials, curricular and catalog changes and development.

________% Office Management and Administrative Support

Represent and act as first point of contact for ______________________________ department.

· Serve as a resource for faculty, staff and students regarding university rules, regulations, policies, forms and procedures.

Manage the departmental office, including processing mail and ordering supplies.


Make arrangements for meetings, lectures, interview candidates, workshops, and department events.

· Assist faculty with their service obligations related to their university roles (second to primary support for teaching and scholarship).

· Assist with the collection of information/data for departmental reports and Promotion, Retention and Tenure committee as needed.

Manage and coordinate other office activities as they relate to departmental faculty/staff, including travel.


Assist chair of Search & Screen Committee with work related to the recruitment of faculty/academic staff members. 
· Keep appropriate documentation of budgetary needs during hiring process.  

· Assist in the orientation of new faculty and staff to the department and division.
________% Supervision of Student Workers

· Hire, train, schedule tasks/hours, and supervise student workers.

· Verify and submit hours on the appropriate software and review budget regularly.

3. Additional duties and responsibilities.  Responsibilities/important duties performed in addition to the essential duties of the position.
________% Miscellaneous

· Assist faculty, in collaboration with department chair, in numerous areas associated with instruction and creativity and scholarship including scheduling rooms, computers/software requests, grant support, etc.

· Occasional administrative support for college-level needs if departmental time demands allow for flexibility.

· Establish and maintain department files.

· Assist with department events and public relations by updating web site, brochures, etc.

· Other duties as assigned by supervisor.
4. Knowledge/Skills and Abilities.  Include which are required, preferred or desirable.
Required:
· Minimum of high school diploma.
· Administrative support experience.
· Demonstrated experience in the use of software including Microsoft Office Suite, email, and electronic calendars.
· Demonstrated bookkeeping experience, especially pertaining to budget, travel, and procurement records.
· Demonstrated ability to communicate clearly, respectfully, and effectively in face-to- face, oral, written, and electronic forms.

· Excellent organizational, time management, and multi-tasking skills with an attention to detail despite frequent interruptions.

· Demonstrated ability to work independently and collaboratively, and set priorities to meet the demands of the position.

· Demonstrated ability to use discretion and good judgment regarding confidential information.

Preferred:
· 5+ years administrative support experience.

· Experience in higher education, particularly in the UW system.

· Associate degree or professional certification.
· Office management experience.
· Proficiency with software and web-based applications, Office 365 and UW System utilized software.
· Knowledge of budget and appropriation structure, inventory/record keeping.
· Knowledge of and experience with procedures regarding purchasing, purchasing contracts, and purchasing cards.
· Ability to plan, assign, and supervise the work of others (student supervision).
· Willingness to maintain and enhance professional competencies by participating in professional development workshops, seminars, and training sessions, related to current position responsibilities.
· Ability to meet and work effectively with people across multiple levels of the organization.
5. Physical Demands (walking, lifting, equipment operations, etc.)

     
6. Working conditions and environment (i.e., necessary travel, evenings, and weekends to meet the needs of the department).

     
7. Miscellaneous Information.  Comment on the aspects of the position not reflected in the position description.
     
Position description should be reviewed annually and new signatures obtained when changes are made to the position description.
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