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Job Purpose

Reporting to the Vice-President, Research and Innovation, the Administrative Assistant provides confidential administrative support to the Vice President and the Office of Research. 

Key Activities

Administrative Support to the VP Research and the Office of Research;

1. Acts as VPRI’s and OR’s key administrative support person providing information and assistance ensuring the effective use of the VPRI’s and OR team’s time.

2. Organizes and manages the day-to-day activities( complex and comprehensive) of the VPRI, coordinates and schedules meetings using an electronic calendar; organizes travel arrangements (including securing international travel VISA’s ,managing letters of invitation, preparing travel itinerary, researching cultural and societal travel advisories, etc.); maintains filing systems and performs other duties as assigned to support the VPRI and the OR (i.e. compiling data for reports, background information searches, etc.).

3. Works closely with other senior administrative offices (Office of the President, University Secretariat, Provost, etc.) in the coordination of meetings and the VPRI’s time.

4. Assists the VPRI in the timely management of all communications, composing standard letters and statements, consulting with the Director, Office of Research Services, Certifications and Regulatory Compliance Officer, Manager Corporate Research Partnerships, and Research Project Officers on matters which require interpretation and application of University policies.

5. Manages the VPRI’s electronic correspondence including the downloading of materials for the Board of Governors, Senate, and other senior administrative committees as well as maintain list serve (multiple provincial and national) material.

6. Provides administrative support to the Research Policy Committee (approx. 4-5 meetings per year), Chaired by the VPRI, by scheduling meetings, circulating agendas and supplementary materials, and recording of minutes.

7. Assists in the planning of special projects and initiatives on behalf of the VPRI including coordinating working groups and ad hoc committees (i.e. Internal: Consultation processes - Strategic Research Plan Development, Policy Development and Revision, etc./ External: Provincial Task Forces, Advisory Panels etc. )
8. In consultation with the VPRI, prepares agenda and background materials (in consultation with Director of Research Services, Certifications and Regulatory Compliance Officer, Manager Corporate Research Partnerships, and Research Project Officers) for other administrative meetings and records minutes as appropriate. Participates in fact-finding teleconferences on behalf of VPRI.
9. Receives complaints and refers complaints to the appropriate portfolio for action and follow-up.

10. Maintains an inventory of current policies, procedures, practices and forms as they relate to research and innovation activities.

11. Assists in searches for Canada Research Chairs by coordinating interviews and travel arrangements for selected candidates.

12. Responsible for receiving and distribution of inter-office mail.

13. Responsible for maintaining equipment inventory for the office and maintaining office supply inventory, including the reallocation or disposal of surplus or obsolete equipment
14. Acts as first point of contact when greeting clients and monitors office switchboard.

15. Assists in data entry and management using the OR’s ROMEO computer system as required.
16. Maintain statistics of undergraduate and graduate students in research.

17. Coordinates, compiles, publishes and circulates the monthly e-bulletin newsletter (Research Matters) from the Office of Research and Innovation

18. Participates in ongoing professional development activities as offered by the Canadian Association of Research Administrators, Trent University, and specialized training opportunities.
19. Process expenditures to ensure timely payment and accurate account coding.  Tracks and reconciles VPRI’s VISA and secures one-up signature approvals.

20. Provides administrative support to staff in the Office of Research and Innovation including scheduling meetings, preparing materials, confirming travel arrangements, etc.

21. Sends monthly email reminders to all researchers alerting them to the end of contracts for each individual working as research personnel.
Analytical Reasoning
Analytical reasoning is applied to:

· anticipating V.P.’s work load through monitoring and reviewing incoming email, correspondence, meeting requests and tracking/providing background material in advance of meetings 

· synthesizing meeting notes, tracking action items
· ability to reprioritize dedicated projects
Decision Making

· Managing Vice-President calendar and scheduling

· Tracking and follow-up on Actions/Issues as required and as requested by V.P 

· Ensuring effective and efficient management of office, including policy/procedure compliance

· Project management

Impact

· Keeping the V.P.’s calendar up-to-date; failure to do so will have the V.P. late to a meeting or in the wrong location.

Education Required

General University Degree (3 year).
Experience Required

1. Three to five years’ progressively responsible experience in administrative support positions in a post-secondary educational institution, preferably working with academic faculty.  An understanding of university governance, operations and culture is essential. Ability to organize and prioritize tasks with strong use of initiative, sound judgement, independent thought and precise attention to detail with a high level of professionalism.
2. Proven understanding of the various constituencies within the University environment and their influence on decision making at the executive level. Adept at problem solving and excellent judgement in situations requiring initiative and tact.
3. Demonstrated ability to handle highly confidential information. 
4. Excellent verbal and written skills.
5. Demonstrated ability to meet deadlines in a fast-paced service environment.
6. Excellent interpersonal skills and a collaborative style.
7. Proficiency in using Microsoft Office Software (Word, Excel, Access and PowerPoint), Groupwise and Internet.
8. Proficiency utilizing online portals and platforms.
9. Solid problem-solving and analytical skills and a proven ability to multitask.
Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

N/A
Indirect Responsibility for the Work of Others: 
· Follow-up with staff as directed by V.P. or Director

Communication

Internal:
· President’s Office – meeting scheduling

· Vice-Presidents (all) Offices – meeting scheduling

· Secretariat – document collaboration

· Faculty Chairs & Faculty – meeting scheduling, background document collection

· Aramark Catering – book catering, event logistics

· Physical Resources – request maintenance, event logistics

External:

· Various – meeting scheduling, background document collection

· Consultants – meeting scheduling, background document collection
· Municipal, Provincial and Federal Bodies i.e. Council of Ontario Universities, Foreign Consulates, etc.
Motor/ Sensory Skills

· Keyboarding & mouse manipulation - Computer usage impacts upon key responsibilities

· Dexterity/Coordination - Interaction at special events 

· Hearing, speech and visual - complex remote and face to face communication and interaction with key stakeholders

Effort
Mental:
· Sustained concentration - Email review/answer; telephone, document work, manage competing priorities and issues on behalf of Vice-President 
· Problem solving ability to exercise sound judgement in order to evaluate and assess situations/issues and to initiate solutions
Physical:
· Long periods of time spent keyboarding, in meetings
· Frequency of exposure to workplace noise
Working Conditions
Physical:
Psychological:
· Lack of autonomy - Little opportunity for independent contribution

· Stress - Challenge of managing competing, urgent and key issues
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