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Job Title: 

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


Job Number: 

X-253






Band: 

3
NOC:

1241



Department: 

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





Supervisor Title: 

Assistant to the Dean of Arts and Science (Humanities, Social Science, Science)


Last Reviewed:

October 8th, 2010


Job Purpose

Provides administrative support to the Office of the Dean of Arts and Science (Humanities, Sciences and Social Sciences). Primary responsibilities include: administration of CUPE hiring process, website design and maintenance, and managing marking fund. Assists with general office duties as required.

Key Activities

CUPE Hiring Process;
1. Responsible for administration of CUPE hiring process. 
2. Receives staffing recommendations, initiates preparation of employee letters for all CUPE hiring’s, and distributes copies of letter. 
3. Processes CUPE Acceptance Forms and updates CUPE budget spreadsheet as appointments are accepted.

Website;
1. Designs and maintains websites for Office of Dean of Arts and Science, and for Summer Programming. 
2. Responsible for posting CUPE positions, TUFA advertisements, summer course listings and cancellations. 
3. Daily maintenance required to ensure accuracy of information available.

Budget;
1. Works with Administrative Assistant with respect to initial allocation of funds for: TUFA Teaching Support, CUPE 1 and CUPE 2 marking, and Lab Demonstrators. 
2. Notifies undergraduate departments of total allocation and confirms individual faculty allocations. 
3. Receives and processes student hiring forms. 
4. Drafts marking appointment letters as required for approval. Processes marking timesheets. 
5. Reconciles funds: monitors monthly budget statements, ensures allocations not over expended, and liaises with undergraduate and payroll departments as necessary.
6. Allocation of science equipment fund, collects and collates course enrolments to science equipment budget allocation.

7. Handling cost recovery programs in the sciences as appropriate.
Office Support;
1. Provides general office support as required. Assists with general office duties as required.
2. Responsible for preparing letters and maintaining lists for undergraduate chair appointments and faculty cross-appointments as directed.

3. Maintains official university EYS records for all faculty members and prepares annual summary for departmental chairs. 
4. Responsible for requesting and collecting faculty sabbatical applications and reports.
5. Preparation of annual TUFA salary letters as directed.
6. Responds to general inquiries and provides information on academic policies and processes, and on Collective Agreements (TUFA, CUPE 1, and CUPE 2). 

Other Duties;
1. Performs other duties and special projects as required.
Analytical Reasoning
· Marking – Ability to reconcile and correct financial errors as part of the monthly reconciliation of financial statements. Ensure no over-expenditures of funds.
· CUPE hiring’s – responsible for determining whether travel and accommodation is necessary, and for ensuring information on staffing recommendation and CUPE acceptance forms is complete and accurate. 
Decision Making

· Acts independently with respect to updating website. Responsible for daily maintenance of website with respect to posting CUPE positions, and addition and removal of courses during summer. Takes initiative with respect to adding and removing CUPE postings. 
· Responsible for processing of student timesheets. Assesses accuracy of hours and verifies authorization by appropriate faculty member.
· Responsible for processing of enrolment data for equipment fund allocation.
Impact

· Accuracy when monitoring marking fund to ensure no overpayments occur.

· Accuracy when drafting letters to ensure correct salary indicated. 

· Timely placement of job postings on web to allow for greatest exposure time for potential applicants.

· Timely posting of course offerings – to allow students to accurately select and register for courses.

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. 

4. Ability to multi-task and prioritize.  

Responsibility for the Work of Others

Indirect Responsibility for the Work of Others: 

· Departmental Secretaries – provide guidance and information on policies, processes, collective agreements

· Students – ensure completion of hiring forms; authorize bi-weekly and monthly timesheets

· Payroll – provide direction on how to resolve errors created in salary payments

Communication

Internal:
· Students – hiring for marking, processing timesheets

· Academic Secretaries/Chairs and Faculty – provide information on policies, processes, collective agreements

· Payroll – handling student payroll errors and timesheet matters

· CUPE faculty/Human Resources – hiring process

· Communications – all aspects of website

· Senior Administration Offices - VP Academic/President’s – to set up appointments

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; noise levels require auditory concentration to focus on current task 

Effort

Mental:
· Attention to detail - ensure accuracy of: employment letters, timesheets, salary letters

· Sustained focus - processing timesheets to meet deadline, placement of CUPE postings on website, drafting CUPE employment letters

Physical:
· Sitting - extended time sitting due to nature of work 

· Bending and kneeling - for prolonged periods to complete task of filing

Working Conditions
Physical:
· Work environment - noise level and constant interruption due to office layout, temperature and air flow in office fluctuating

Psychological:
· Faculty
- dealing with demanding faculty

· Students - dealing with stressed students
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