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Job Title:

Administrative Secretary, Office of the Deans of Arts and Science

Job Number:

X-043






Band:

3
NOC:

1241


Department:

Office of the Dean of Arts and Science (Humanities, Social Science, Sciences)



Supervisor Title:

Manager, Office of the Deans of Arts and Science (Humanities, Social Science, Sciences)

Last Reviewed:

October 8, 2010



Job Purpose

Provides administrative support to the Office of the Dean of Arts and Science (Humanities, Sciences and Social Sciences). Primary responsibility for general office functions including: schedules meetings for three Deans, setting up committee meetings, reception, phones, mail and filing. Responsible for a number of funds allocated by the Office, including Professional Expenses and Start Up Funds. 

Key Activities

General Office;
1. Scheduling of individual and committee meetings for 3 Deans (Humanities, Social Sciences and Science).  
2. Reception – provides information to internal and external visitors/callers.
3. Mail – responsible for distribution of incoming and outgoing mail.

4. Filing – responsible for maintaining filing.

5. Distribution Lists – creates and maintains email distribution list and mailing labels for TUFA and CUPE faculty members.

6. Office Supplies and Equipment – responsible for ordering supplies and upkeep of office equipment.

7. Provides information on Collective Agreements and academic policies and procedures.
Budget;
1. Responsible for reconciling monthly budget statements, processing individual claims and providing information on policies and processes for the following:
a) Professional Expenses Fund – oversees all aspects of fund. Produces and distributes semi-annually statements to faculty members. Provides report to Finance Office with respect to carry forward amounts and transfer to contingency funds.
b) Start Up Funds – manages start-up funds. Creates accounts for new faculty members. Follows up with faculty members in cases of over expenditures. Provides annual report to TUFA.
c) TUFA Recruitment and Relocation - provides information on TUFA recruitment and relocation policies to Academic Chairs and Departmental Secretaries and TUFA candidates when requested.  Tracks and reviews all reimbursement claims for eligibility and accuracy before forwarding for approval. Ensures all claims follow the established guidelines and policies.  
d) CUPE Travel and Accommodation – tracks all travel and accommodation requests in an excel spreadsheet.  Processes all travel claims in a timely manner. Provides information to CUPE instructors regarding their travel eligibility and reimbursement procedures. Advises Academic Chairs and Departmental Secretaries of CUPE instructors who have been approved for travel.
Administrative Duties;
1. Collection and Record Keeping of Curricula Vitae, Course Syllabuses, Undergraduate Departmental Minutes. Updates excel spreadsheet with information contained in CV updates for the purposes of CDI review.
2. TUFA employment letters – as directed drafts letters for new faculty members – tenure track and limited term.
3. Faculty Publication List. Reviews and transfers pertinent information contained in CV updates to create annual Faculty Publication list for spring edition of Trent news publication.  
4. Exam Invigilation. Requests final exam invigilator information from all academic departments. Compiles and creates exam invigilation schedule for university wide distribution biannually.
5. Non-employee e-mail accounts – upon request set up email account.
Other Duties;
1. Responsible for other duties as required.  
Analytical Reasoning
· Interpersonal relations with various TUFA members and ability to resolve matters with respect to their Professional expenses funds when members are ineligible for claims. The ability to validate Professional expenses claims.

· Ability to reconcile and correct financial errors as part of the monthly reconciliation of financial statements.

· Scheduling, ability to schedule within tight timeframes and to adjust and manage schedules accordingly.

Decision Making

· Deal with faculty with respect to professional expenses fund and start-up funds

· Scheduling for three Deans (Humanities, Social Sciences and Science). Using judgement in scheduling appointments.

Impact

· Accurate scheduling enables the smooth flow of meetings for the three Deans.  

· Professionalism, work in a professional manner when assisting those contacting the office both internal to Trent and external organization thereby providing a positive impression of the organization I represent.

· Initiated two stamps for mailings that had a time saving impact.

Education Required

General University Degree (3 year).
Experience Required

1. Three years general administrative experience, plus one year working in office to attain academic knowledge of collective agreements, academic policies and procedures.

2. Intermediate computing skills in using Microsoft Office software. 

3. One year experience using Trent-specific software: Datatel, Groupwise, Contribute. Ability to multi-task and prioritize.  

4. Up to two years general knowledge of Trent University is an asset.

Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 
N/A
Indirect Responsibility for the Work of Others: 

· Departmental Secretaries

· Faculty
Communication
Internal: 

· Senior Administration Offices - President/Vice-Presidents – to set up appointments

· Academic Chairs – set up appointments

· Academic Secretaries and faculty – provide information on policies, processed and collective agreements 

· CUPE Faculty – processing travel and accommodation, provide information collective agreements
· Students – answer questions, keeping them calm

External:

· Parents – answer questions, direct to proper department, keeping them calm

· General Public – provide information as needed


Motor/ Sensory Skills

· Fine motor - constant keyboarding


· Sight - eye strain, extensive periods of time working on computer
· Hearing - noisy work environment (wide-open office space), noise levels require auditory concentration to focus on current task

Effort

Mental:
· Attention to detail - scheduling appointment, processing of Professional Expenses fund, start-up funds, CUPE travel claim forms, Publication list for faculty research,

· Sustained Attention – calculations of financial figures

Physical:
· Lifting - filing, putting away office supplies, archiving

· Sitting - extended time sitting due to nature of work

· Bending - for prolonged periods to complete task of filing

Working Conditions
Physical:
· Work environment - office temperature inconsistent, lighting very glaring, noise level, due to the office layout the noise level can be quite high at times

· Keyboarding – possible carpal tunnel syndrome

Psychological:
· Faculty - dealing with demanding faculty

· Students - dealing with stressed students

· Scheduling - dealing with working around difficult schedules
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