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Job Title: 

Assistant to the Dean


Job Number: 

X-306






Band: 

3
NOC:

1241



Department: 

Trent/Fleming School of Nursing




Supervisor Title: 

Dean, Trent/Fleming School of Nursing

Last Reviewed:

October 22, 2014


Job Purpose

Reporting to the Dean, the Administrator is the direct and primary support to the Dean. The Administrator coordinates and manages the Dean’s calendar, prepares all documentation and background material for meetings on a daily basis, maintains an efficient filing system, responds to routine correspondence, organizes a variety of regular and special meetings, makes all necessary travel arrangements, responds to telephone inquiries and liaises with Coordinators, year leads, University administration, faculty, and staff.  The Administrator also assists with administrative work related to human resource management, professional development and other relevant issues, including preparing and submitting monthly University attendance/ vacation record forms to Human Resources. 

Key Activities

Administrative Support;

1. Provides confidential administrative support to the Dean;

a. Coordinates workflow, communications, processes and procedures for all work done in direct support of the Dean;

b. Manages the Dean's time. Prioritize and schedule appointments for the Dean's calendar; Coordinate complex schedules;

c. Makes travel arrangements for the Dean; 

d. Keep track of assignments made to others for actions to be taken on the Dean's behalf and insure that deadlines for responses are met; 

e. Maintains records managements system for divisional and Dean's office administrative correspondence, records, and reports from other campuses, Office of the President, and outside organizations;

2. Alerts the Dean to upcoming annual University deadlines and assists in the collection and preparation of materials for same. Develops and maintains a follow-up file of items to be brought forward.

3. Assists with gathering, organizing, and distributing materials for Accreditation and Undergraduate Program Review.

4. Maintains faculty and staff e-mail distribution lists.

5. Provides administrative support to committees chaired by the Dean (TFSON Council, Leadership, External Advisory committees) and to the Chairs of the Graduate and Personnel committees including the scheduling of meeting, circulation of agendas and minutes and preparation and printed of any requested materials.

Communications;

1. Drafts correspondence on behalf of the Dean as directed.

2. Reviews all incoming correspondence; ensure correspondence is properly directed and, where applicable, coded for filing.

3. Manages the Dean's Office general communications with the divisional department offices and major administrative offices including other TU campuses, Provost’s, President’s and Divisional Dean's Offices, other campus units and the public. 

4. Maintains updated contact information for all relevant stakeholders

5. Acts as first point of contact for part-time CUPE faculty in relation to Human Resources matters

Human Resources Support;

1. Provides administrative assistance for hiring, job advertisements;

a. Prepares all CUPE, TA and OPSEU job postings. Notifies part-time instructors of opportunities;

b. Prepares and distributes offer letters for all CUPE positions (including marking support). Tracks signed contracts and works closely with Program Coordinators to ensure vacancies are filled;

c. Assists with administrative work related to human resource management, professional development and other relevant issues, including preparing and submitting monthly University attendance/ vacation record forms to HR (OPSEU and exempt staff only);

d. Submits and tracks bi-weekly and monthly timesheets to Payroll;

e. Maintains hiring database (Access) and deals with design issues as they arise;

f. Coordinates and distributes orientation materials to new sessional and part time faculty;

g. Tracks Right of First Refusal (RFR) status of CUPE faculty in Hiring Database. Submits teaching evaluation requests to Program Coordinators each term. Prepares all RFR letters and distributes them;

h. Assigns FT and PT faculty to course in Colleague system each term.

2. Prepares all TUFA related correspondence including offer, reappointment, sabbatical letters.

3. Provides administrative support to the Chair of the Personnel Committee including the scheduling of meetings, circulation of agendas and minutes and preparation and printed of any requested materials.

Planning and Coordination;

1. Exercises independent judgment in performing special assignments as requested by the Dean. 

2. Resolves, researches, assesses, and refers problems, often of a sensitive or confidential nature.

3. Manage pending projects and working files to ensure that goals and deadlines are met.

Other;
1. Other related duties as assigned which do not account for more than 5% of the total duties.
Education Required

General University Degree (3 year).

Experience Required

1. At least 3 years of experience of directly related management experience in an educational setting, or an equivalent combination of education and experience.
Responsibility for the Work of Others

Indirect Responsibility for the Work of Others: 

· All members of the TFSON

Communication
Internal:
· Full time faculty of the TFSON, CUPE, TFSON support staff

· Office of the Deans of Arts and Science, Education, Graduate studies, the Office of the Provost, Trent student support services departments, Academic advisors, Registrar’s Office, TIP, Financial Services, Science Facilities staff, Careers centre, Library, Risk Management, Information Technology and other Academic departments

External:

· External Communication with the College of Nurses of Ontario,  Canadian Association of School of Nursing, Placement agencies, Queen’s University, Fleming college and George Brown college departments including  Financial services, School of Community development and Health, School of Nursing and Registrars’ offices, other Schools of Nursing.

Motor/ Sensory Skills

· Key boarding/word processing - Multiple elements of the job

· Sensitivity to stress/distress - In dealing with students

· Ability to focus for extended periods - Reviewing timetables, schedule, pre req rosters

Effort

Mental:
· Substantive mental effort related to detailed, complex planning tasks – Budgeting: planning and reconciliation. Timetabling: planning and review. Registration systems review: prereq confirmation. 

Physical:
· Normal office activities - File management; personal office supplies
Working Conditions
Physical:
· Normal office conditions with appropriate privacy

Psychological:
· Stress - Moderate related to multiple deadlines, changing priorities and student agitation
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